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Introduction

This document provides an introduction to the Forms Content Management
Program (FCMP) system and explains how a user can fill, sign, route and track
forms. The document is primarily annotated screen shots from the system.

This document is based on the FCMP Test and Evaluation system, which may
vary in appearance and functionality from the FCMP production system.

This document will be updated as the system is completed. A reader should
always assume that the system has been updated since this document was
revised.

What is the Forms Content Management Program?

The Forms Content Management Program (FCMP) is the Army’s solution for
managing business workflows by automating the predefined business processes
and their associated forms and publications. The solution integrates electronic
forms software, content management software, and digital signature software.

The FCMP provides a single portal where all forms (departmental forms and
eventually command and local forms) can be found, filled, completed, signed,
copied, renamed, and added to folders. The portal contains capabilities similar to
an e-mail system (e.g., an Inbox). The forms and folders can be routed to other
FCMP users for approval. Additionally, the portal includes a forms library,
tracking system and has searching and sorting capabilities.

Objectives

This user guide gives the user an overview of all of the capabilities of FCMP by
showing and annotating the system’s capabilities using screenshots.
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Getting Started

Step-by-Step Overview

The use of the system follows some basic steps. Although every form is different, the following
example shows how a typical set of users might use FCMP to complete a Request for Leave form.

User A
1. Logs into FCMP.
2. Goes to Form Finder.
3. Locates the form (Request for Leave, DA-31).
4. Opens the form.
5. Complete the appropriate data.
6. Save the form. The form is saved into the user’s drafts.
7. Select the form in the Drafts and click Route.
8. Complete the routing information for User B.
9. Continue with other work or log out. User A can continue to track this form using the FCMP

Tracking capability.

User B

LN~ WNE

Logs into FCMP.

Goes to Inbox.

Clicks on the form name and the form opens.

Enters any additional information and signs, if appropriate.

Save the form. The form is saved back into the Inbox.

Select the form in the Inbox and click Route.

Complete the routing information for the next user, if any.

Continue with other work or log out. User B can continue to track this form using the FCMP
Tracking capability.

Note: This is an example; the basic steps of finding a form, filling it out, using the Inbox and Drafts,
and routing and tracking are the same for all forms.
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Login to My Forms

The Forms Content Management Program can be accessed via the Internet at

https://www.us.army.mil/suite/login/welcome.html

AKO Login

Aimy Enowledge Online =18 =
Took  Help | @

Q Back - >N Iﬂ Ig .;‘| | /V:Saarch ‘E'n“.’Favnritas wMedia

Address |-§j hittps: # frwsisa, Lz arm. mil s uitedogindwelcame. html

Fie  Edi

]

= B Ge [ Links
[=]

ARMY Contact the AK pimms
AK ONLINE Type the user’s assigned AKO
username and password.

Login to AKD euuYy Hitr LE 7
Login to AKO! )JL ‘1 wn
Login bo AKO Lite
Login using my CAC ; 1 b‘fﬁ ﬂf’mo 1éo
New User? AN -

Register for AKO

Eligibility: active army, Army Reserve,
Mational Guard, D Civilian, Retired Army,
and Army Guests,

Password Problems?
Reset Password

Need Your W-27
W-2 Information
Tax season is upon us. Be prepared ko
receive your 2005 W-2 in order to complete
your 2005 income taxes,

Please Enter Your AKO Username and Password (1)
[E0:46:47:215]

Liser name: |ﬁ J
Common FAQS LTC Skip Harborth, representing the |
: USAREUR, presented a certificate ¢ Password:
How da T install the Dol Certificate? the 16¢h Engineer Battalion, For her
Haw do 1 reset my passward? Phato by D, Bartley, AKO Projeck O

How do T register For an AKC Account?

DoD Service Portals {(what's this?) Cancel

Air Force Portal

Defense Online
Marinefet
Mawy knowledge Cnline

AKD Terms of Use | Terms of Service

This is 2 DoD web site, The security accreditation level of this site is Unclassified FOUD and below, Do not process, store, or ransmit information
classified above the accreditation lewel of this system, Dol web sies may be monitored For all lzwhdl purposes, including to ensure their use is
suthorized, for management of the system, to Facilitate protection against unauthorized access, and to verify security procedures, survivshility,
snd operstionsl security, Manitoring includes, but is not fimited to, schive sttacks by suthorized DoD entities to best or werify the sacurity of this
systern, During monitoring, information may be examined, recorded, copied and used for authorized purposes, All information, including
personal infarmation, placed an ar sent ower this system may be monitored, Lise of this Do web site, autharized ar unauthorized, constitutes
consent to menitoring, Unautharized use of this Dol web site may subject you to criminal prosecution, Evidence of unauthorized use collected
during monitoring may be used for admiristrative, criminal or other adherse sction.

Use of this system constitutes consent to moni iq for all lawful purposes.

|27 hittpes:/ A, s, iy mil suite logindlagin. sp [ E % Localintianet
Figure 1 Login Screen
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Link to “My Forms” Portal

The Forms Content Management Program can be accessed via the Internet at

https://myforms.us.army.mil/wps/myportal

<=3 Army Knowledge Onlin

Microsoft Internet Explorer

File Edit ‘iew Favortes Tools Help

G Back - \_:) - Iﬂ IELI :\J | /.-\’Search \:n\’(‘ Favarites

Address I@:] hittpes: /v, L. army. mil/suited suthenticate. do

: Link on AKO homepage allows
v &= #| users to access the FCMP’s My
Forms portal.

B Antivirus Services Celebrate the Army's 2315t DIrihday 111 ] IeMCTA0le @V el ol Jier
B frmy e-Commerce entertainment and dancing at the 2ood| prmy Birthday Ball, Baturday, AKD Updates
2 My Benafits June 1o, at the Hilton Washington Hotel [n Washington, D.C. Join us in

% 1My Eduration honorln%the history and heritage of oul |Army and our Soldiers who have Army Application
B & My Family answared tha Call to Dut¥ for 231 years| Bl U5, Army Soldiers, family Directary
2 1y Finance members, Department of the Arm¥y civil ins, contractors, retirees, Inside AKD
y veterans and their guests are invited to] [ttend the event. Beats are limited, Single S
21y Legal so reserve yours nov. Don't miss out oy fhis special event! Registration INGIE Sar-on

2 My Medical
& My Personnel
2 My Readiness

Page
Army Links (DA Civilian)

[ 2 My Security US army Ciilian
B My Traning g PureEdge Forms are now Persorned Oriine
B My Trawel What's New AVAILABLE!
General Army Links
- . Using the new portal, users can fil, edit, print, save, Army Home Page
Arry Libraries New Notlﬁcaiflons. route, and track PureEdge forms. On 1 May the Army Leadership
D& Pubs & Forms Mo unread notifications portal is scheduled for release to all Army users
i f Army Posture Statement
Armny Quick Links ‘e all my notifications through a "My Forms" tab in the AKO.  Currently o
over 1700 forms are available in the PureEdge The Soldier's Creerd
What's New in My Files (.¥FOL) format.
Army users will need to have the new PureEdge
Date / Time Wigwer 5.5 installed to use this new capahility as wel
Name Location as the Silanis Approvelt Deskiop 5.7.2 software as
(GMT) s00R a5 the first signature-enabled forms became
Mo Mew Documents Found availzble. The latest PureEdge and Approvelt

software is currently available on the Armmy Small
Cgan?ute;ﬁmgr?tm site u_ruwt?jer NU_ICglst Sthtr\:vafC'il‘vlm
" . y ; addition, the software wil be avalable on the
Click here to visit AKO Files and subscribe to Knowledge Ea aintenance relsase stheduled for 1 May 2006,
Centers Tg; "y lFDrfans" portal |sI now avalable here. For
" b " additional information, please contact
Click here to get more “what's kew APDFCMP@Ros. armrts.mil,

Army Wide Announcements

11 Apr 2006 - Jobs in the Guard
Thig is to announce that Financial Manager (06-
095] (55-0505-12f13) is open and wil cose on
18 April 2006 or u...
[rnore]
11 Apr 2006 - Rosetta Stone Foreign
Language Program
MEW USER: REGISTER FOR ARMY E-LEARMIMG
Clirk o the link_above if v have not vet ﬂ

[@10ene LT[ 8 Moo
Figure 2 My Forms Portal Link
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Using the Forms Content Manager

Welcome Page

A 1BM WebSphere Portal - Microsoft Internet Explorer FCMP My FOFmS .
File Edit View Favorites Tools Help "f
= - Welcome Screen
@ Back - > \ﬂ @ ol 7 ) search ‘;'_'\'E-' Favarites 7 | = B — ﬁ
fddress i_@ https: /eim-armydev07. army-Fomp.netfwps/myportal/ TukpkomlfDwe A LMLTe Q1 Vl —) Go Lirks 2
A~
Welcome Tab is selected.
| MW-sonalization | My Finances | My Work
Welcome Inbox Drafts Favorites .
Six Pages:
Form Finder
_ _ Welcome
Form Title: | | Form Humber: | | | Search | | Search By Range | Inbox
S Drafts
Click the question ] ZZVQ”tes
1 Wy
Check out the latest APD News! mark ( 2 ) to access # :‘nln
Help on the page. Sy
- — - Click this button to
Click this link to view minimize the window.
Army Publishing
Directorate’s News. W
Click this button to
maximize the
window.
| v
ﬁj é 0 Internet
yy f e PR o e e
.4 start it | / sphere Part..,, St W 12149 PM

Figure 3 Welcome Screen

Please note that many users will not see the Admin tab because they have not been granted
administrative privileges.
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Form Finder — Search by Form Title

A BM WebSphere Portal - Microsoft Internet Explorer

File Edit ‘iew Favorites  Tools  Help l';'
. 5 3. i 1_-:: y £ 2
Form Finder, allows the user to search [ ‘@ el S __-J ﬂ -j
the Army’s Forms Content Manager o
Repository using the Form Title, Form [ m/eehthTeQ! v ws> §-

A

Number, or Search by Range.

q . ! |Log out
Note: Form Finder is located on the

Inbox, Drafts, and Favorites windows. . _ Ul& m

Forms Content Management

Form Finder

Form Title: !al IForm Number: | | | Search | | Search By Range |
News
Check out {]|e latest APD News!
The letter “a” is entered to Click “Search” after Click “Search by Range” to
search for all forms that entering the Form Title or search by form number
have the letter “a” in the Form Number to locate a range.
Form Title. form.
i
f§| é 0 Internet

1y Start & CET tEi[:-r.art FCMP CET - Mic.., 3 IBM WebSphere Part, ., ) IEM WebSphere Part.,.,

Figure 4 Welcome Screen — Using the Form Finder
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The user clicks on the form
title to open the form.

rdevO7.army-fcmp. netfwps/PA_1_0_| TfSessionChecksS... E|E|EI

.Y
Form Search Results —e— ="

displays a list of
forms that meet the

m tm Title ||F|:|rm Mumber searcI;I Sme”a' The

[ YERVICE SCHOOL ACADEMIC letter "a” was

S el el D& 1059 entered anc_zl the

= search engine

PERSOMMEL QUALIFICATION RECORD- —— displays any form
FART II
O FLOOD PREDICTION - LOCAL that has the letter
- 2 _ et o

REGIOMAL, CEMTRAL DA 5130 Tai‘tklan fhe Form

[ INDUSTRIAL STORAGE BATTERT e '

SERVICE RECORD

[ REQUISITION FOR PUBLICATICNS AND ———

BLAMK FORMS

[ ELECTION TO FORMAL PHYSICAL T —

EvalLlaTION BOARD PROCEEDINGS

[ aRMT IDEAS FOR EXCELLENGCE

FROGRAM DA 1045

O CIVILIAN INSTITUTION ACADEMIC

EvaLlaTION REPORT DA 1059-1

[l aPPLICATION FOR ARMYT EMERGENCT

RELIEF Do 1103

[ RECOMMEMDATION TO DECLARE ARMY .

EMERGEMNCY RELIEF LOAMN UNCOLLECTIBLE

[B oFFICER EVALUATION SUPPORT FORM loa 67-9-1

[ STATEMEMT OF FRISOMERS PERSCOMNAL

DEPOSIT FUND AMD REQUEST FOR DA 1130

wITHDRAW AL OF FERSONAL FUNDS

0 RECORD OF PRISONERS FERSOMNAL

DEPOSIT FUND DA 1129

[l PRISONER'S PERSONAL PROPERTY LIST -

- PERSOMNAL DEPOSIT FUND

[ FERSOMAL PROPERTYT TRAMSMITTAL -

SLIP - PERSOMAL DEPOSIT FUND

|I1”| REQUEST FOR WITHDRAW AL OF ||D.q e 3

&) Done 2 @ nternet

Figure 5 Search Results for Search by Form Title
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i | https:Hfeim-armydev07.army-fcmp. nethwps/PA_1_0_LT/MDownloadFormServlet?field.formtype=DA%201059& - Microsoft Internet Explorer, B@@
G

Flle Edt ‘Wiew GoTo Favortes Help

Qe - © - [4

@ { h /_‘ Search \l;'ll'E‘Favorites <) .:"v * _n _.| ﬂ ‘3

Address !@ hitps: {feim-armydeyd?, army-Fomp.netfwps/Pa_L_0_LT/DownloadForm3erdetield, Formbype=04%:2010598Field userid=sylvia, cohendematatus=blankisavel R 1= V| Go | Links ” @ =

The form is displayed from
the repository when the
user clicks the Form Title in
the search results.

Forms Content Manageient

SERVICE SCHOOL ACADEMIC EVALUATION REPORT DATE
Far use of this form, see AR B23-1; the proponent agency is MILPERCEN.
1. LAST NAME - FIRST NAME - MIDDLE INITIAL 2. 35N 3. GRADE [4 BR |5 SPECIALTYMOSC

6. COURSE TITLE

]

7. NAME OF SCHOOL

8. COMP

(] RESIDENT

9. TYPE OF REPORT|10. PERIOD OF REPORT  (Year, month, day]

U] NONRESIDENT

Frorm: Thru: @ Frarm:

11. DURATION OF COURSE  (Year, month, day)

Thru:

12. EXPLANATION OF NONRATED PERIODS

13. PERFORMANCE SUMMARY

=3, [] EXCEEDED COURSE STANDARDS
{Lirited to 20% of class enroliment)

b. [] ACHIEVED COURSE STANDARDS

¢4 Start & CET

[y oratrcmp... | B Erwebsph.., | M websph.. | 3 httpsileine.

14. DEMONSTRATED ABILITIES
a. WRITTEN COMMUNICATION

(] noT EvALUATED [ unsar [ 84T [ SUPERIOR

b. ORAL COMMUNICATION

Ol ot evaruateo O unsar O sar O suPERIOR

c. LEADERSHIP SKILLS

(1 noT EvaLUATED [ unsar [0 847 [ SUPERIOR

. [] MARGINALLY ACHIEVED COURSE STANDARDS 4 CONTRIBUTION TO GROUP WORK
(1 wot EvaLuaTeD [ umsar [0 sat [ SUPERIOR
*d [] FAILED TO ACHIEVE COURSE STANDARDS & FVAI UATION OF STUDENT'S RESEARCH ARII [TY v

[% Unknown Zong

§| https:feim-. .,

Figure 6 Form Displayed (DA Form 1059)

The Service School Academic Evaluation Report, DA 1059 was selected from the search results. A user
can display any form located in the Forms Content Manager repository.

Forms Content Management User Guide
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Form Finder — Search by Form Number

A IBM WebSphere Portal - Microsoft Internet Explorer

Fle Edt Wiew Favorites Tools Help 4&
@Back ) \ﬂ @ _h 7~ Search p 4 Favarites {‘3 H- B _| ﬂ 'ﬂ
fddress i@ hitps: Jfeim-armnydes07 . army-fomp.netfwpsimyportal utpikcamlOwec LML T V| Gy Lnks ? '@ i

A

Wizl o

Forms Content Management

Welcome

Form Finder

Forrm Title: | IForm Nurnber; |21 | | Search | | Search By Range |

A A

Check out the latest APD News!

The number “21” is entered Click “Search” after

to search for all forms that entering the Form Number
have “21” in the Form to locate a form.

Number.

féj Done é ‘ Internet
Figure 7 Search by Form Number

Forms Content Management User Guide
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-2 https:/leim-armydev07.army-fcmp. netiwps/PA_1_0_LT/SessionCheckS... E]|E|g]

Form Search Results

e

[Form Title |[Form Mumber
[ sFECIAL PROVISIONS C |[oa 2103

[B sPECIAL PROVISIONS E |[oa 2105

[@ McoER EVALUATION SUPPORT FORM |[oa z166-8-1

[B MCoER EVALUATION REFORT |[oa z166-5

Form Finder displays a list
of forms that meet the
search criteria. The
number “21” was entered
and the search engine
displays any form that has
the number “21" in the
Form Number.

El Dane é ﬂ Internet

Figure 8 Search Result for Search by Form Number

This is the result of selecting
2166-8 from the search
results shown on the previous

Forms Content Management User Guide page.
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3 https:/,/708.3.193.204 /wps/PA_1_0_¥9/DownloadFormServletfield. formtype=DA%202166-8&field.userid - Microsoft Internet Explorer The form _IS dISpIayed from -0 x|
the repository when the »
File Edit View GoTo Favorites Help . 5 g | ﬂ
- ~ — - - user clicks the Form Title in
OEack - J - u |j -h‘/.jSearch \;\S’Favorites @Media &)‘ il = E _J ﬂ :‘1 the search results.
Address I@ https:ff208.3.193. 204 /wps/Pa_1_0_Y9/DownloadFarmServietfield. Formbype=DA%:202 | 66-Gafield userid=sylvia. cohenfemStatus=blankisavel R I= TR Links *

+ NCO EVALUATION REPORT SEE PRIVACY ACT STATEMENT 4
For use of this form, see AR B23-205; the proponent agency is ODCSPER I AR 623-205, APPENDIX
PART | - ADMINISTRATIVE DATA
a. MAME (Last, First, Middle Initial) b 33N . RANK d. DATE OF RAMK | a. PMOSC
f. UNIT, ORG., STATION, ZIF CODE OR APQ, MAJOR COMMAND g. REASON FOR SUBMISSION
h. PERIOD COWERED i RATED | ). MOM- |k NO.OF |I. RATED MCO COPY (Check one and Datel | m. F3C |n CMD Jo P3B —
FROM THRU MONTHS | RATED | ENCL 1 Givento NGO Date Initials CODE CODE
YYYY WM | YTV WM GOLES
2. Forwarded to NCO

PART Il - AUTHENTICATION
2. NAME OF RATER (Last, First, Mictclie Intial 55N SIGNATURE

RANK, PMOSC/BERANCH, ORGANIZATION, DUTY ASSIGNMENT DATE

b. NAME OF SEMIOR RATER (Last, First, Miccle intia) 55N SIGNATURE

RANK, PMOSC/BRANCH, ORGANIZATION, DUTY ASSIGNMENT DATE

C. RATED
evaluation: ?f

WED | understand my signature does not constitut with the SIGNATLURE DATE
< of the
data in Part |, th

rater and seniorrater. | further understand my signature \rerlfles that the admlnlslratnfe

e rating officialz in Part II, the duty descréftlon o include the counsellnq dates in PartI|l, and
the APFT and heighthweight entries in Patt I\ are comect. | have sean the report completed through P,
except Pars |Id and lle. ["am aware of the appeals process of AR B23-205,

i
d. MAME OF REVIEWER (Last, First, Middle [nitiaf) 55N SIGNATURE

RANK, PMOSC/BERANCH, ORGANIZATION, DUTY ASSIGMMENT DATE

e. |:| CONCUR WITH RATER AND SENIOR RATER EVALUATIONS |:| NONCOMNCUR WITH RATER ANDIOR SEMIOR RATER EVAL (See atfached comments)

PART Il - DUTY DESCRIPTION (Rater) |
é l_l_rg Unknown Zone

Figure 9 Form Displayed, DA Form 2166-8

The NCO Evaluation Form, DA 21-66-8 was selected from the search results. A user can search for and
display any form located in the Forms Content Manager repository.

Forms Content Management User Guide
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Form Finder — Search by Range

<z} https:/ /208.3.193.204 /wps,/PA_1_0_¥9/SessionChecks

This page is shown when the user clicks
“Search by Form Range” on the Form
Finder page. Searching by Form Range
allows the user to search by form types
(DA, DD, SF, etc.) in a predefined range.

Form Range Result
Please select the type of form vou would like to search
for?
DO E - Forms By Range
DD 0000 - 1000
_ ‘:/|—| .
EE ;Egi 2222 The user clicks here to search
= form ranae 1001-2000.
Co 3001 - 4000
CD 4001 - 5000
DD 5001 - 6000
d [==] | B8 prafe FoMP User Guide3. ... | 47 18M websphere Portal - ... | B Drafe FCMP User Guide D. .

Figure 10 Search by Form Range

16
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; https://208.3.193.204/wps,;/PA_1_0_¥9/5essionCheckse

Form Range Results

=101

[Form Title |[Form Number |
[ INVENTORY REPORT OF PRINCIFAL OR
SECONDARY ITEMS DD 1148-1
i [=] | 81] Draft FCMP User Guide3. ... | 4 18M webSphere Partal - .. | 1] Draft FCMP User Guide D. .

Figure 11 Search Results for Search by Form Range

17
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This is the result of
searching by Form
Range 2001-3000.




4 https://208.3.193.204/wps/PA_1_0_¥9/DownloadFormServlet?field formtype=DD%201138-1&field.userid - Microsoft Internet Explorer i Dlﬂ

File Edt View GaTo Favortes Help :z’
2 Ve AN oo e —

0o 0 1) B (3] Dee Sireie e @3- 253 B

Bddress |@ Fittps: {208.3,193, 204 wpsiPa_1_0_Y9/DownloadFormServlet?fiehd, formbype=D0%:201 1 38-18field, Lserid=igarert BemStans=tlankisavel IRI= j GD |Links 2

REPORT CONTROL SYMBOL
INVENTORY REPORT OF PRINCIPAL OR SECONDARY ITEMS DD-A&T(A000
{Amaounts In Thousands of Dollars)
1. HEADER DATA AS OF SEP 30
CARD
LINE COLUMN DESCRIPTION
a. h. c.
(1) ROUTING IDENTIFIER CODE 1
{2) DOD CATEGORY OF MATERIEL CODE 4
(3) AGENCY CATEGORY OF MATERIEL CODE 6
for Buclget Project Number)
{4) APPROPRIATION TITLE CODE 8
{5) PRINCIPAL OR SECONDARY ITEMS (P or 5) 12
(6) CONSUMABLE OR REPARABLE ITEMS (C or R) 13
VALUE (Mote 1)
2. ASSETS =
RETAIL WHOLESALE %
|@ rrﬁ%—‘Unkann Zone 7

Figure 12 Form Displayed, DD Form 1138-1

Forms Content Management User Guide
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FCMP Help

hSnhere Portal - Microsoft Internet Explorer

This dialogue box is shown ' “'1:
after the user clicks the ;
()| Help button. The Help Sereotes @ (- @[ JE B Click the question mark (“?”) to
button is represented by a ' access “Help.” The Help is page
adde|  question mark (“?7). |'|portal,l'!ut,l'pll'ff)_(ml,l'ﬂwaNLTeQ!! specific, only Help for items R
I located in that page are shown. I
The help is shown in a separate 7
SIELELE  dialogue box on the same page.
f“’wm““ 1STARMY,
b ¢ 7 https: /leim-armydev07.army-fcmp.net - IBM WebSpher... EH‘E|® ent Manage| jent
' Form Finder 5
| Personalization
e FCMP Portal Help (Search)
Form Finder
Form Title: | M EI
Form Name
H s
Form Number
Check out the latest APD N
Search Range
(Search) Help Descriptions
e
|nnp é G Internet
—| Click one of the links
above to access Help on
that topic.
i
f§| é ‘ Inkernet

ig start & CFT @Draft FCMP CBT -, <% TBM WebSphere .., hephete ... a https: {fgim-army. .. Ll i o e 4i14PM

Figure 13 FCMP Help

Forms Content Management User Guide
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Form Mame

2} https:/leim-armydev07.army-fcmp. net - IBM WebSpher... |:||E|E|

Tvpe in this field the title of the forrm you are searching, (ou may
search by just typing a single nurmber or letter, It will return all the
results that include the value you type,]

Back To Help Topics

Form Number

Tvpe in this field the nurmber ar typelex, DA or DD of the form vou
are searching, [Wou rmay search by just typing 2 single number or
letter, It will return all the results that incdude the value you type.]

Back To Help Topics

Search Range

|[%

Clirk an Search Ranne and seledt whirh tuneiew. Do A 00 Af farmm

I@ S @ Irtemet
Figure 14 FCMP Help Result

Forms Content Management User Guide
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This is the result of clicking
“Form Name.” The user can
scroll up or down to view the
contents of the Help page.




Army Publishing Directorate’s News

A IBM WebSphere Portal - Microsoft Internet Explorer

Flle Edit ‘iew Favorites Tools  Help

@Back ) \ﬂ @ -h /-‘ Search ‘glf:E‘Favorites {‘/} - 1_'_ a _'| ﬂ ﬁ

fiddress !@ hitps:/ feim-armedey 07, army-fomp.net fwps myportal) ot fp kool Dwc A THLTeGH

v k> &~

Go ko

"htkps: feim-armydevd? . army-Fomp. netfwps myportal Tt pikernl Owc A LML T
Vielco 1 |LOg Ut

Forms Content Management

| Personalization | My Finances | My Work

Welcome Favorites Admin

Form Finder

Form Title: | Farrn Murnber: Search Search By Range
l | | || | |

News

Check out the latest APD News!

< ————1 Click this link to access the

Army Publishing Directorate’s
(APD) news via AKO.

b
@ Dane

5 @ ntermet
14 Start & BT @ Daft FCMP BT - Mic...

Figure 15 APD’s News

hete Patt, ., 3 TEM Wel

Forms Content Management User Guide
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The Army Publishing

Directorate news is displayed
after selecting the APD News

2} Army Publication News Headlines - Microsoft Internet Explorer link.
File Edit Wiew Favorites Tools Help ' /
.. — ; »
< </ \ﬂ \ELI _l\J Pl ! Search "' 7. Favorites @1 - = —J
Address :?El https: ffakocommn, us, army milfusapafnews news_head_1.hkml w G Linkd/ *
R
¢ Update on Army Forms Content Management Program (FCyMP)

o Chiefof Staff, Army Announces Establishment of the Combiat Action Badoe and Changes to
the Combat Infantryman Badge and Combat Medical Badoe

« Plew Forms Software for The Armmy

« Revised Ay Travel Policy Published.

o Plew Ay Publishing System.

& APD launches Publishing Community page an Army Knowledoe On-line (AKO Wehsite.

o Selfcontained DOS version of PAM 25-30 (Consolidated Index of Army Fublications and
Blank Forms) Bow Available

» Aftention Army Units Deploying to or Stationed in the European Theater of QOperations.

« e2nd "

@ é i Internet

Figure 16 APD’s News is Displayed

Forms Content Management User Guide
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Inbox Tab

A 1BM WehSphere Portal - Microsoft Internet Explorer

Fille Edt ‘iew Favorites Tools  Help

@Back ) u d *] /. ) Search \l( Favorites €‘T v B _| ﬁ ﬁ

Addrass I@ https: jeim-armnydepa Ty bl bt lernlid SH0SDLL

0] BAC A0 RAT
C|ICk this tab to access the user’s Inbox.
The Inbox shows all forms, folders, and

folder content that have been routed to
the user.

v_szKLN4gPMATJgFiWquRqCLGpugijnan_sanchQSkG_ochV|Go links | @~

abari | | Log out

Forms Content Management

Form Finder

Form Title: | IForm Number: | | | Search | | Search By Range |

The Tracking page appears on the
bottom of the Inbox page and allows
the user to view the changes that are
made to the forms and folders located
in the Inbox.

[% 0 Internet

(istant | et [ b ovaft FomP BT - Mic...
Figure 17 Inbox Tab

Forms Content Management User Guide
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Inbox Page - Overview

This screen appears
after the user clicks the
Inbox tab.

@Back' o u d l] /.‘Search"(Favn — = —

fiddress I@ hitps:/ feim-armedey 07 army-Fomp. netwpsimyportal/ ot fp kool 04 _Si95Pyvkesy 0 PLMAME0Y MDY _QjzkL4gPMAT JoFwiLvqRqlLGpugiindBrd_83FRAb_0A_YLoOMC V| Go | Links @ %

2 1BM WebSphere Portal - Microsoft Internet Explorer

File Edt View Favortes Tools Help

A

i | | Log out

The user can sort by Form

: @ s FOINS CONtGnt Mk
There are seven forms and zero - = Name, Form Type, Create Date,
| folders located in the Inbox. r Work Action Date or Suspense Date

\lelcome .Hm Drafts Favorites Admin Help by selecting the title.

Fif'm Finder = &

Fod b

le: . . .
(L] Form Type is the form || |— Action Date is the date

. number. the form was opened. [ |
Inbox E
Inbox -- 7 Form(s), 0 Folder(s) _ Close all
| _ Actions List

Farrn Narme Form Type Create Date w fction Date Suspend Date Suspense Date is the

date the form creator
or originator assigned

tn tha farm

Form Name is the
name of the form.

Create Date is the date This is Suspense not
Click this arrow to display the form was created. SUSIIETE,
form(s) and/or folder(s) names.
After clicking the arrow the user
can view the list of forms
located in the Inbox.

1

Note: Tree View.....The arrow
points down after it is clicked ¥

& Done and displays all forms. B @ mtemet

+4 start | & cor [ BraftFCMP Training ./ TBM WebSphere Port., r--a TEM WehSphets Part, ., amas f('_; L 1:03PM
Figure 18 Inbox Page Overview

Forms Content Management User Guide
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IBM WebSphere Portal - Microsoft Internet Explorer.

Flle Edit ‘iew Favorites Tools  Help :'

eBack ) \ﬂ \g ;\] /..-\JSearch ‘:;?'\'{Favorites @3 Y- & 2 _] ﬁ i’i

fiddress |ﬁ:| hitps:/ feim-armedey 07 army-fomp, netwps myportal) ot fp kool 04 _3i95Pyvkesy Qe PLMAME0 MDY _QjzkLi4i3das JoFku-paolsamaCk OcaFy-P_hxl_QD9gtz00th V| G0 Links @ ”

M
abari | | Log out
After clicking the arrow the user =
can view the list of forms and ﬂ]& M
folders located in the Inbox. , TAURMAN
Note: Tree View disolavs The Action List is a list of
additional items Thg a)r/row r Work dctions the user can perform on
oints down aftér it is clicked a selected form or folder. The
P . Favorites Admin actions operate the same on all
P [—— pages, i.e. Drafts, Favorites and
Admin pages.
Fofn Title: . hnge
] Click the Form Name to open the form. The form name nae | |
appears in bold print until the form is opened.
Irkox E
Inbbx -- 7 Form(s), 0 F{ Jder(s) Close all
- fctions List
Farm Mame! Farm Type ( g Nate = dctinn Date Sucnend Date #dd To Folder
D STATUS OF DA FORM DA 13151 Placing the cursor over | l:|
1315 the Form Name allows
i
0 D NCOER SUPPORT DA 2166-8-1 (2] theusertoview Form  fr,, [ sty |
17:114 Names that are more
0 m Routing Date SERY S sep 2] than two lines long. 2005
ICE SCHOOL Aran 10:58
—————————|Copy of EIM
0 m Routing Test {Q e MAENDATION Sep 23, 2005 Sep 23, 2005 Sep 23, 2005
of_RECOMMENTo pECLARE 11:27:06 11:26:13 11:30:00 - vt, h
0 D Copy of_ARM{ARMY B2 Sep 21, 2005 Sep 27, 2005 Mo suspense e sl IO!’]S e be
TOR'S FLIGHT/EMERGENCY 09:11:36 10:26:09 date set Actions List can be
Cony of REQ| et et Sep 21, 2005 Sep 27,2005 M & performed on a
O D OED&IDTQDR% UNGOUECTIRIE B S —— ——E= ] complets | || selected form or folder
— Select the form or folder by clicking the box. A check when the action
D menDaTIon To o mark will appear_in the box when the form or folder is appears in bold print.
selected. Selecting the form or folder allows the user to
perform a specific action on the selected form or folder. hd
& Https: jeim-armydevir.amy-forp {1 NE actions are listed in the Action List located along the B @ Internet
[

right margin o

—_— f the page.
‘s start | wcer mep

Figure 19 Inbox Page Overview Continued

)'\, o 4k 11:17 AM
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Inbox - Add to Folder Function

+3 1BM WebSphere Portal - Microsoft Internet Explorer

Flle Edit Wiew Favorites Tools  Help

@Back - - |ﬂ \g _;] | /':W5ear:h R)‘EY Favorites  * Media {_‘1‘ - ; =K ih

Address [£] https: (2083193, 204)wps{myportali LE(pikexml 04 _S5i95RykssyDxPLMNME0wMOY_CyizKLI4GPMAT I0FWWLyqRGCL EpUGInABXA_B3FRSb_DA_TLeONCIckdFAIS0FTE fdelt afbasetxmifL 3d1dyEvUIIG3qndNG SEYNEIYR 552X 2BFLIDE = | Go | Links *

Form Finder

Farm Title: Form Number: |

Search

| [ Search By Range |

Inbox

][ 3]

Close All

Add To Folder

The Add to Folder”
function allows the user to
add a form(s) to folder(s)
located in the Inbox or
Drafts.

o Jul 28, 20085 Oct 12, 2005 No suspense
m ] wcoer supporT RELE6:08L 17:11103 13:03:52 date set 2
m [ orcER EvaTio e Sep 30, 2005 Qct 12, 2008 et 20, 2005
N SUFPORT FORM 14:53:15 14:47:39 05:00:00
SERVIGE SCHOOL AC Sen 22, 2005 Get 12, 2005 No suspense
EREI e s e — 16:36:49 15:56:02 date set Route
Copy of_STATUS OF ~ Sep 21, 2005 oct 12, 2005 Mo suspense
EREI DA 1315-1 09:57:13 16:31:38 date set
Rename
NONCOMMISSIONED O o Dct 19, 2005  Oct 19, 2005 No [ rename |
& D FFICER COUNSELL.. (B0 2006-6-1 17:14:54 17:31:20 date set

Copy

The Add to Folder”
function allows the user to
add a form(s) to folder(s)
located in the Inbox or
Drafts.

] =]

=)

]

&
Wistart]| | @ 0] Wl (2] =] | [ eer i

BNE]

| 8 Draft FCMP User Gu‘..I | (D] FCMP - Microsoft O... | &) 1BM WebSphere P... B FCMP Sersenshat.d... | 47181 WehSphere Por... | (108 &9 <% & savmm

Figure 20 Add to Folder Function

Forms Content Management User Guide
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“Z} Folders List - Microsoft In

This screen appears when the
user clicks ‘Add to Folder”
button on the Inbox page.

o i (A |
Folders for sylvia.cohen
Folder Name
- — Jabari Folder 092232005
— — 1= Faolder
= — scCohen Folder
The user selects a folder by clicking inside the box
that appears in front of the folder name.
Note: The user has elected to add the form to the
“SCohen Folder.”
Click the “Add to Folder”
button after selecting a
folder.
ser Guids | 8] braft FoMP Use. .. | (5] FoMP - Microsof. .. | &7 18M websphers. .. | 7] FcrMP screensh... | &7
Figure 21 Folder Selected

Forms Content Management User Guide
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This screen appears after
the form has been added
successfully.

_1ol =]

<3 Add To Folder Message

Successfully added form NOMCONMMISSIONED OFFICER COUNSELING
CHECKLIST/RECORD to the folder SCohen Folder.

Press “Continue” to return to
the Inbox.

ser Guide | Iﬂj Draft FCMP Use. .. I g FCHMP - Micrasaf. .. I @ IEM WebSphere. .. I Iﬂj FZMP Screensh. .. | g

Figure 22 Confirmation of Form Successfully Added to Folder

Forms Content Management User Guide
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osoft Internet Explorer - Ellél

File Edit W“ew Favorites Tools Help | '.*,

eﬂa(k - '_\_) - \ﬂ lg _h | /,_j Search ‘in:( Favorites @Med\a €}| il :ﬁ E _J ﬁ ﬁ

Address Ié_bl https:,i,iZUE.S‘193‘204prs;’myportau!utJ‘p;’kcxmIJ‘El4_5]95PykssyUxPLMnMzUvMDY_Q]zKLN4gPMATJgF|WLvqRqCLGpug|]nABX4_83FR9b_UA_YLcUNCIckA:IFAJQOFTS‘,idelta;’basee4meL3deyEqud3Qj Go | Links **

IBM WebSphere Portal

-

Welcome Favorites Recycle Bin Admin

Form Finder

Form Title: I Form Mumber: | | Search ‘ ‘ Search By Range |

Inbox )

Close all

i Mame m Type

Add To Folder
~  [1 form(s)] Jabari Falder Oct19, 2005 Mo suspense
7B 5ep52005 il il 17:08:07 date set,
Cct 19, 2005 Mo suspense

i
[T B [2farm(=)] 1G Folder folder N# A AT dote set.
Cornrnent
=1 Cct 19, 2005 Mo suspense
[T Bl [2farm(s)] SCohen Folder folder [UFE TR doto cat. Foute

The form was added to the

NONCOMMISSIONED O . Oct19, 2005  Oct 19, 2005 Delete
r D FFICER COUNSELL... UL e 17:14:54 17:31:20 <,‘:£folder.
R
NONCOMMISSIONED 0 Oct19, 2005  Oct 19, 2005 SlEme

r D FFICER EVALUATL... LA IR 17:13:55 17:32:44

[& [ B [ mremet

a

Figure 23 NCO Support Form Added to Folder
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Inbox - Extract Function

) IBM WebSphere Portal - Microsoft Internet Explorer =] 4|

Fle Edt Yew Favorkes Tools Help | "f'

eﬁack - -_\_:) e \ﬂ @ _;j | /__j Search \;n:( Favarites @Med\a -e}| <] = :?_ B _J ﬁ 'ﬁ

Address I@_bl https;,i,iZDﬂ.S‘193‘204J‘wps;’myportau!utfp;’kcxmIJ‘D4_Sj95PykssyDxPLMnMzDvMD‘(’_QizKLN4gPMATJgFiWLvqRqCLGpugijnABX4_83FR9b_DA_‘f’LcDNCIckA:IFAJQOFTS‘,idelta;’baseG4meL3deyEqud3Qj Go | Links **

-

Welcome Admin

Form Finder

Form Title: I Form Mumber: | Search ‘ ‘ Search By Range |

Inboxr ]

Close all
Form Name Form Type Create Date w Last Action &dd To Folder
~ [t form(£)] Jabari Falder Oct 19, 2005 Mo suspense
T B 5ep3z005 il ) 17:08:07 date set, \
= Qct 19, 2005 Mo suspense
H B
[T B [2ferm(s)] JG Folder falder N iFua date set.
- Oct 19, 2005 No suspense
[T Bl [2ferm(s)] SCohen Folder folder N EERe date eet. Foute
SERVICE SCHOOL AC Sep 22, 2005 oct 12, 2005 —
P D ADEMIC EVALUATL... [t s 16136149 15156102
Rename
NONCOMMISSIONED O a Oct 19, 2005 Oct 19, 2005 ;
r D FFICER COUNSELL... LIS LR RS 17:14:54 17:31:20 Copy The extract function
r D NONCOMMISSIONED 0 [0 pycc o Oct 19, 2005 Oct 19, 2005 allows the user to extract
FFICER EVALUATL... 17:13:55 17:32:44
a form(s) from a folder.
Tracking B = &=

_ Close All
[& [T |5 [ meemet

Figure 24 Extract Function

Sl T
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This screen appears after
the form has been
extracted from the folder

23 hitps://208.3.193.2 RN rosoft Inter... [= |01 |[3X]

Successfully extracted form "SERYICE SCHOOL ACADEMIC
EVALUATION REPORT' from the folder "SylCohen Folder'.

Press “Continue” to return to
the Inbox.

:EI Caone é ‘ Internet
Figure 25 Confirmation of Form Successfully Extracted from Folder
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IBM WebSphere Portal rosoft Internet Explorer BE|®
alr

File Edit ‘iew Favotites Tools  Help

@Back il > \ﬂ @ h /_‘ Search ‘gI?:E‘Favorites Q_:‘/ f 55 _| ﬁ ﬁ

Addrass !@ https:/f208.3.193, 204/ wps/myportalf lutip/kcxmlf04_Sj95Pyvkssy0xPLMAMz0vMOY _CjzKLM4gPMAL JgFvWLyqRaCLGpugijnABX4_83FSgckQokia9kY aoflZ0anphogR-s760FoF-Cn V| Go Links **

A~
z! | Log out
Favorites Recycle Bin
Form Finder
Forrm Title: | IForm Hurmber: | | | Search | | Search By Range |
Inbox =]
Close all
ame Farm Type Create Date w Last Action = se D
= [1 form(=)] Jabari Folder Oct 19, 2005 Mo suspense
LB 5az32605 feiies s 17:08:07 date set,
(1B [2ferm(s)] ]G Folder faldar M/ fﬁzlsg:llims ggt:”:apfnse
(1B [4form(s)] SCohen Folder  folder N7 f;’:‘slzg:iéms E'St;“:;‘?“se
& [0 form(z)] SCohenz Folde faldier A elate
g The form was extracted from [Ferome. ]
-, [2 form(z)] S¥lCohen Fold ENEME
[lEES e the folder. I
NONCOMMISSIONED O i Oct 20, 2005 Oct 20, 2005
Ll D FFICER COUNSELL... L2166 51 09:08:15 09:32:31
NONCOMMISSIONED O Oct 20, 2005 Oct 20, 2005
|:| D FFICER EYALUATI... et Ul 09:06::'36 09:32::'32
M
@ Done é 0 Inkernet

Figure 26 Form Extracted from Folder
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Inbox — Form History

This page appears when the user clicks ‘History.”
Selecting “History” on the Inbox page allows the
A A— user to view the history of the form or folder.

History for 'Copy of _EIM RECOMMENDATION TO DECLARE ARMY
EMERGENCY RELIEF LOAMN UNCOLLECTIBLE'

User ID Action Performed Action Date

jgarrett Qpen 2005-09-27 16:40:45,391
apd.fcmp Open Z00S-09-27 16:41:22.672
jgarrett originalRouting Z005-09-28 17:28:03.953
Jjaarrett dynamicRouting Z005-09-28 17:28:04.484
Jjaarrett staticRouting Z005-09-28 17:28:13.266
aburrell originalRouting 2005-09-29 11:15:21.922

I Continue I —

Click “Continue” to
return to the previous

page.

The History shows what user
had the form or folder; the
action taken on the form or
folder; and when an action
was taken on a form or folder.

@'] Done é ﬂ Internet
Figure 27 Form History
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Inbox - Form Comments

-2 https:/eim-armydev07.army-fcmp.net - Comment - Microsoft Internet Explorer

Currently there are no comments for this form or folder.
Enter Comments (These are public comments that follow the form)
S —
These comments
are public.
Save Commment | |Clear Cormment
This screen appears when the user
clicks ‘Comments.” Selecting
“Comments” on the Inbox page allows
the user to view the comments for the
form or folder.
@l Dane é ﬂ Internet

Figure 28 Form Comments
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Inbox — Route Function

This screen appears when the user
clicks ‘Route.” Clicking “Route” on the
Inbox page allows the user to view the
history of the form or folder.

2 1BM WebSphere Porial - Microsoft Internet Explore

LK

File  Edt View Favortes Tools Help

L] F o ."- ) 3 p 1
@Back " \ﬂ \g "'\] / ! Search :-‘;_\'\:-'Favorites Q{I A= ki ﬂ 3

'zKLN4gPMATJgFiwLvqRqcLGpugijnABx4_83FR9b_on_\choNcvgGo lnks ™ @y~

fiddress | https: feim-armydav0? army-fomp,netfwpsimyportal{ ut fpfkexml{0d_Si9sPykssyOx PLMAMz0vMOY

: o
B e M3,
'L Wy - o = - =

Original, allows the user to send the original form to  j0illgill Manaueinent

an AKO email address. The user can only send one

original to an addressee because a form can only

have one owner. The original is tracked until the

Welcome process is complete. The creator can reclaim the

original until the addressee has opened it. The
Form Finder e A R .

original remains in the repository.
Farmm Title: ' F mn Murmber: | Search | | Search By Range |
Routing Slip for Copy of_EIM R\ [COMMENDATION TO DECLARE ARMY EMERGENCY RELIEF LOAN
UNCOLLECTIBLE Form

Original Search
Mo users selected yet, Please select only one user, First Mame: . - -
: The Info Copy is a read-only copy that
| Info Copy }& allows the user to view changes as they
I: are made to the form as long as the form
Mo users selected yet, remains in the repository. The user
: views the changes by clicking on the
| Email Copy | “Tracking” page.
Mo users selected yet, /\
The Email Copy is a read-only copy that is
emailed to an AKO address. The email copy {} Iv;

is not placed in tracking and the email
recipient cannot view changes as they are S ® itemet

L
B4y R) s

;E:I_.Done

’ 4 start | T CET | L Draft FCMP CBT - Mic.., 4 18M webSphere Part. .,

The user clicks “Back”

Figure 29 Routing Slip to return to the Inbox.
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Search allows the user to search
the Army Knowledge Online White

Pages to look-up the AKO email
address for the addressee

4 IBM WebSphere Portal - Microsoft Internet Explorer

Flle Edit ‘iew Favorites Tools  Help

eBack *J \ﬂ @ h /._-\J Search {:{Favorites {‘} - L:_’, _‘ ﬁ ﬁ

Address |f§| https:,l',l'eim-armydevﬂ?.army-chp.net,l'wps,l'myportal,l'!ut,l'p,l'kcmeJ'D4_Sj95PykssnyPLManDvMDY_szKLN4gPMATJgFiWLvqR9//6pugijnABX4_83FSchQ5kG_obK4 V| Go ks ¥ @ v

IS
Routing Slip for Copy of _EIM RECOMMENDATION TO DECLARE ARMY EMERGENCY RELIEF/ QAN
UMNCOLLECTIBLE Form
Original Search
Mo users selected yet. Please selact only one user. First Name:
| Info Copy | Last Name:
Mo users selected yet, Search
| Email Copy |
Mo users selected yet,
| | The user enters “a” to search for all email
addresses that have the letter “a” in the First Name.
Note: Searching by last name is done the same
manner.
b

(Ej Done é 0 Internet

/B 40 &) Snipn
P

[ — e - f R ——— z
14 Start & CET @I[:Irart FCMP CBT-Mic... <] 16M webSphere Part...,

Figure 30 Search by Firstname
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A IBM WebSphere Portal - Microsoft Internet Explorer

BES

|
[

This is the search result for first names
containing the letter “a.”

GBack " \ﬂ @ ;\J /..-\JSearch ‘gIT:fFavorites @3 ]~ .,,; _‘ ﬁ i%

Address |f§| https: {feim-armyde 07, army-Fomp,nek hops fmyparkal/ b p kol 0d_5i95Pykasy DePLMAME0ATY _CQizKLM4gPIMAT JoFiLvaRa Ll pugindeye_S3FSockSka_obke V| Go | Links @ M

File Edt ‘iew Favoites Tooks  Help

A
Routing §lip for Copy of_EIM RECOMMENDATION TO DECLARE ARMY EMERGENCY RELIEF LOA
UNCOLLECTIBLE Form
Original Search V
Mo users selected yet, Please select anly ane user, Last Name First Name
[ burrell aaran
| Info Copy | -
[] cahen Sylvia
No users selected yet, Search Again [] gams Lathleen
| Email Copy | [ garrett jabari
No users selected yet, [] jawarski andreas
[[]2ohnson william
| | | []3ohnsan Linda
[1ioo eal
After search results are returned the
user has the option to select the type of
routing (Original, Info Copy or Email
Copy) or search again.
[ ortiz chelsea
[T pham stephanie
[] &chleigh Susan
[ Sullivan Brian
[[] waltan michael
[T wesks jameas
[] weeks James
[ weisse mattin v
(éj Done é 0 Internet

——— - ¥
‘g stat | o {0 veft FCMP CBT- Mic... 3§ BM Websphere Part. . '@ 4 4 &) S0LPH

Figure 31 Search Results for Firstname
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BiM WebSphere Portal - Microsoft Internet Explorer

File Edt ‘iew Favorites  Tools

" — i
eBack " Q \ﬂ \g _l\J /.JSearch ‘?:_'\'{Favorites @3

Help

Address |féj https: [\ eirn-atrydev0? . army-Fomp. net fwps mypartal/ ukfpkeml 04 _Sj95PykssyOxPLMA

UNCOLLECTIBLE Form

Routing Slip for Copy of_EIM RECOMMENDATION TO DECLARE ARMY H

The user has elected to send

EX

Driginal

Mo users selected yet, Flease select only one user,

Info Copy

Mo users selected yet,

Email Copy

Mo users selected yet,

an Original to Aaron Burrell. o
Note: The outline of the
“Original” button appears bold. @I e
M
ERGENCY RELIEF LOAN
v Search
| <« Qriginal | Last Mame First Name
burrell aaron
Cohen Sylvia
Search Again [ gams kathleen
] garrett jabari
[] jaworski andreas
The user selects an addressee from the list
by placing the cursor over the check box in
front of the name and clicking the left mouse
button. A check mark appears in the check
box when the addressee is selected.
[] Lewis Pamela
[ newland amnar
[] ortiz chelsea
[] pham stephanie
[] sehlgigh Susan
[ ullivan Brian
[] waltan michael
[] weeks james
[] weeks Jares
[] weisse martin v

iéj Opening page https: feim-armydev0?, army-Fomp. netfwps myportalflutfpfkexml 04 _5j95Pykssy0xPLMAMz0vMOY _QjzkLN4gPMAT X [:]

L
i stat | e

Figure 32 Select Original Addressee

[ b oraft Fohp Training ...
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4 IBM WebSphere Portal - Microsoft Internet Explorer

File Edt View Favortes Tools

Help

L] ™ i} T
eBack *J \ﬂ \g ._lj /.JSearch ‘g_'\':(Favorites ej 3" @

Jd3

Address |f§| https: | feimn-armdey 07 army-Fomp, net fwps mypartall ot p kool 04 _Si95Pykesy 0 PLMRMZ0Y MDY _QjzkL4gPMAT JaRwLyvaRqLEpugingBikd_S3FSackGSkia_obke V| G0

UNCOLLECTIBLE Form

Inbox E

Routing Slip for Copy of _EIM RECOMMENDATION TO DECLARE ARMY EMERGENCY RELIEF LOAN

EEX

Original

First Mame Last Mame Suspense Date/Time send Email
[Jaaran burrell | vl vl vl v|;| vl v| | <« Info Copy |
<< Email Copy
Search Again
| Info Copy |
Mo users selected yet,
| Email Copy |

Mo users selected yet,

Route

| | Remave Person

]
A
Search
Last Name First Name
[ burrell aaran
ohen Sylvia
[] g\ kathleen
¥ The user has elected to
send an Info Copy to
[ jawarski Pamela Lewis.
(] Johnson Note: The outline of the
[] 30hrison “Info Copy” button
appears bold.
[] jones /(;carcu
[] Iee//// edward
G Pamela
[ newland amar )
[] ortiz chelsea
[ pharn stephanie
[] Schleigh Susan
[ sullivan Brian
[] walton michagl
[] weeks james
[ weeks Jares
[ weisse martin v

(Ej Cipening page https: ffeim-armydeyd?, army-Fomp,nethups myporkal/ Tt fpdkomli0d_Sj95PykssyQePLMAMz0wMOY_CizkLN4gPMAT X

i4 start

[ & cer

[ 4 Draft Fop CBT - Mic..

< IEM websphere Part. .,

Figure 33 Select Information Copy Addressee

é 0 Internet
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3 1BM WebSphere Portal - Microsoft Internet Explorer |Z||E|E|
Flle Edit ‘iew Favorites Tools  Help il.';.

eBack *J \ﬂ \g h /._-\J Search ‘?;IT:(Favorites 63 - L:; _‘ ﬁ 3

Address |f§| https: | feimn-armdey 07 army-Fomp, net fwps mypartall ot p kool 04 _Si95Pykesy 0 PLMRMZ0Y MDY _QjzkL4gPMAT JaRwLyvaRqLEpugingBikd_S3FSackGSkia_obke V| Go ks ¥

Inbox EEE &
Routing Slip for Copy of _EIM RECOMMENDATION TO DECLARE ARMY EMERGENCY RELIEF LOAN
UNCOLLECTIBLE Form
Original Search
First Mame Last Mame Suspense Date/Time send Email Last Mame First Name
[Jaaran burrell | vl vl vl v|;| vl v| << Info Capy | |[] burrell aaron
[] cohen Sylvia
Search Again \Qms kathleen
[J ga\ jghe
| InfoC | - The user has elected to
_ (D (EE(EF7 O JaWUrSk\; send an Email Copy to
First Mame Last Mame [ Johnson Stephanie Pham.
[0 Pramela Lewis
. [ Jahnsan L{ Note: The outline of the
Send Email : “Email Copy” button
[ jones . appears bold.
Email Copy | []lee edwaW
[] Lewis Py//Aa
Mo users selected yet, -
[ newland I%nar
Route | | Remove Persan [] ortiz /chelsea
pharn stephanie
[] Schleigh Susan
[ sullivan Brian
[] walton michagl
[] weeks james
[ weeks Jares
[ weisse martin v
(Ej Cipening page https: ffeim-armydeyd?, army-Fomp,nethups myporkal/ Tt fpdkomli0d_Sj95PykssyQePLMAMz0wMOY_CizkLN4gPMAT X é © Internet

0y rh_., I T (TS . e fleml o % @ enp
15 Start BT ) Draft FCMP CBT - Mic... /3§ I8M websphere Port... Cs JENEL

Figure 34 Seclect Info Email Address
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A IBM WebSphere Portal - Micrasoft Intarnet Explorer

File Edit ‘Wiew Favorikes  Tools  Help

eBack L, \ﬂ @ h /.._\J Search “‘}:1:( Favorites 6} ). B

o
-

The page shows Aaron Burrell as a
recipient of an Original Copy,

Pamela Lewis as a recipient of an
4 % | Info Copy, and Stephanie Pham as a

recipient of an Email Copy.
Address |féj hitps:/eim-armydey 07 army-Fomp,netfiwpsmyportalf ot fpdkeonl /04 _5i95PykesyQePLMnMz0uMTY _QjzkLN4gPMAT IgFivLygl

Inbox |E|

Routing Slip for Copy of_EIM RECOMMENDATION TO DECLARE ARMY EMERGENCY RELIEF LOAN

Please enter text for email.

UNCOLLECTIBLE Form
Original Search
First Narme Last Mame Suspense Date/Time Send Email )
aaron burrell v v v v v Mo v
. bl e e e —
| Info Copy |
First Name Last Name
1 Pamela Lewis
Send Email
| Email Copy |
First Marne Last Narne B
[0  stephanie pham

Raoute | | Rernave Person
| — 2
@ Done é 0 Inkernet
1‘ I - |'m NP _— . - _
iy start & CET ] Draft FCMP CET - Mic... a TBM Wehsphere Part...

Figure 35 Completed Route Slip

/B 4y R) S0P
L
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3 IBM WebSphere Portal - Micro g
The user can set a Suspense Date

using drop-down menus.

L&

X
al

File Edt ‘iew Favorikes  Tools
Back ~ | | \ﬂ m . _J | &

e 7 X Note: The user can also include a ﬂ ‘i

| Wiz Bl e sue e Lel. KLNAGPMATJgFWLvoRCLGPuginABKe_B3FSackQskG_obke v | [E] Go  Links > &)+

Address |@ https:{feim-armydevd7 arm

A
Routing Slip for Copy of_E{[M RECOMMENDATION TO DECLARE ARMY EMERGENCY RELIEF LOAN
UNCOLLECTIBLE Form
U Original Search
|/
First Mame Last Mame Suspense Date/Time send Email )
[Jaaran burrell |Jan Vl 04 Vl 2006 Vl 03 V|: ¥ | No V|
.
& Search
| Info Copy |
First Name Last Name
L Lewis
Send Email
| Email Copy |
First Mame Last Mame
[  stephanie pham 1
Please enter text for email.
Route | | Remave Person
o-ale :
@ Daone é O Inkernet

Iy ; f - m . L 3 _ o N o
15 Start W CET 04 Draft FCMP Training... /2 I6M Websphers Port... 2B ] RV L 11E0AN

Figure 36 Set a Supsense Date
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A IBM WebSphere Portal - Microsoft Internet Explorer
.4;

“‘}f"( Favorites 6‘} [_\:v :__\; _J ﬂ '3

3

File Edt ‘iew Favorites Tools  Help

eBack b J \ﬂ @ h /:\J Search

Address |@ hitps:/eim-armedey 07 army-Fomp. netfwpsmyportalf ot fp kool 04 _3j95Py

The user can send a private email
with the Oriainal form.
ARMY EMERGENCY RELIEF LOAN

Routing Slip for Copy of_EIM RECOMMENDATION TO DECLAR

(e D1 PACPA2 0B Ciiol’] B

A

UNCOLLECTIBLE Form
Original Bl Search
. . Vo
First Mame Last Mame Suspense Date/Time send Email .
[Jaaran burrell |Jan V|U4 V|2006 VlUS V|:| 00 % |MNo %
Info Copy
First Name Last Name
L Lewis
. _ : .
Send Email The user can send a private email
with the Info Copv.
Email Copy
First Mame Last Mame
[  stephanie pham )
Please enter text for email.
Route | | Remave Person
o-ale :

é O Inkernet

A BB S &)U % L 1130

@Done
/4 start
Figure 37 Send Private Email with Form

e cET . T4 Draft FCMP Training .. +3 TEM Web3phere Port, ..
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IBM WebSphere Portal - Microsoft Internet Explorer | ||E|

File Edt ‘iew Favorites Tools  Help

eBack b J \ﬂ @ h j_\J Search g‘\':(Favorites 6‘} vikd :\1_'_ _J ﬂ '3

Address |féj hitps:/eim-armydey 07 army-Fomp. netwps myportaly ot fp ool 04 _3i95Pyvkesy 0 PLMAME0 MDY _QjzkLM4gPMAT JoFwiLyqRqCLEpugiindBid_83F3gokiGEkia_obk: V| Go | Links * @ -

Welcome Inbox Drafts Favorites Admin Help &
Form Finder Fll=
Farrn Title: l:l Farrn Murnber: | | | Search | | Search By Range |
Inbox
Routing Slip for Copy of _EIM RECOMMENDATION TO DECLARE ARMY EMERGENCY RELIEF LOAN
UMNCOLLECTIBLE Form
Driginal Search
First Name Last Mame Suspense Date/Time Send Email = ]
Oaaron  burrel  [Jan v|0d v|2006 v|03 v 00 v|ves v o The user has set a Suspense
ast Name: .
Please enter text for the email here, Date of Jan 04, 2006 at 3:00
Search pm and has elected to send a
private email.
| Info Copy | |
First Name Last Name
[ Pamela Lewis
Send Email
| Email Copy |
First Name Last Name
[  stephanie pharm
Please enter text for email.
b
@ Daone é O Inkernet

1y Start & CET ]Drart FCMP Training ... a TBM WehSphere Part,.. iy (_'_1 W e gh 11:41 &M

Figure 38 Selected Suspense Date and Email
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A IBM WebSphere Portal - Microsoft Internet Explorer

File Edt ‘iew Favorites Tools  Help

-

eBack b J \ﬂ @ h /:\J Search “‘}:'\'( Favorites 6‘} [_\'v .,:\;

Ll 3

Address |@ hitps:/eim-armydey 07 army-Fomp. netwps myportaly ot fp ool 04 _3i95Pyvkesy 0 PLMAME0 MDY _QjzkLM4gPMAT JoFwiLyqRqCLEpugiindBid_83F3gokiGEkia_obk: V| Go | Links * @ -

UNCOLLECTIBLE Form

Inbox B e A

Routing Slip for Copy of_EIM RECOMMENDATION TO DECLARE ARMY EMERGENCY RELIEF LOAN

Original Search
First Mame Last Mame Suspense Date/Time send Email )
[Jaaran burrell |Jan V|U4 V|2006 VlUS V|:| 0o 5 V|
Please enter text for the email here,
| Info Copy |
First Name Last Name
[ Pamela Lewis
[ Rod Dimaranan
Send Email \
The user added two
| Email Copy | addressees to the routing slip
First Name Last Mame to demonstrate the remove
[0  stephanie pham A capability of the system. |
_
[0 tung tran
Please enter text for email.
v
Route | | Remave Person
o-ale :

@ Dane

1y Start & CET 4 Draft FCMP Training .../ 16M

Figure 39 Added Addressees

hSphere Patt...

é O Inkernet

A g S &L 1sEAN
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A IBM WebSphere Portal - Microsoft Internet Explorer

File Edt ‘iew Favorites Tools  Help

-

eBack - J \ﬂ @ h /.._\J Search “‘}:I'\':(Favorites 6‘} A :,l,'-

Ll 3

o

Address |féj hitps:/eim-armydey 07 army-Fomp. netwps myportaly ot fp ool 04 _3i95Pyvkesy 0 PLMAME0 MDY _QjzkLM4gPMAT JoFwiLyqRqCLEpugiindBid_83F3gokiGEkia_obk: V| Go | Links *

UNCOLLECTIBLE Form

Inbox HEE

Routing Slip for Copy of_EIM RECOMMENDATION TO DECLARE ARMY EMERGENCY RELIEF LOAN

Search

Original
First Mame Last Mame Suspense Date/Time send Email
[Jaaran burrell |Jan V|U4 V|2006 VlUS V|:| 0o VlYes V|

Please enter text for the email here,

|>

The user elects to remove Pamela
Lewis from the address list.

Route

| | Remave Person |

| Info Copy |
First Name Last Name
Pamela Lewis
[ Rod Dimaranan
Send Email
| Email Copy |
First Mame Last Mame
[0 stephanie pharn #
[0 tung tran
Please enter text for email.
v

@ Cipening pade https: | feim-armyded7  army-Fomp, ek s v parkal Tk fpdkernl (04 _S95Pykssy0PLMAMz]

| @ Draft FCMP Training ...

The “Remove Person” allows the
user to remove an addressee from
the address list. When the
“Remove Person” button is
selected the border of the button
appears in bold.

3 16M Wehsphere Part...

|<

O Inkernet
/B 4o R4 1156 AN
L

i) stat |
Figure 40 Remove Function
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A IBM WebSphere Portal - Microsoft Internet Explorer

File Edt ‘View Favortes  Tools

Help

-

eBack b J \ﬂ @ h /:\J Search “‘}:'\'( Favorites G} [_\:v ,:_\;

Ll 3

Address |@ hitps:/eim-armydey 07 army-Fomp. netwps myportaly ot fp ool 04 _3i95Pyvkesy 0 PLMAME0 MDY _QjzkLM4gPMAT JoFwiLyqRqCLEpugiindBid_83F3gokiGEkia_obk: V| Go | Links * @ -

O -ale

Inbox B e A
Routing Slip for Copy of_EIM RECOMMENDATION TO DECLARE ARMY EMERGENCY RELIEF LOAN
UNCOLLECTIBLE Form
Original Search
First Mame Last Mame Suspense Date/Time send Email )
[Jaaran burrell |Jan Vl 04 Vl 2006 Vl 03 V|:| 0o 5 V|
Please enter text for the email here,
| Info Copy |
First Name Last Name
O rod Dimaranan —
= Pamela Lewis is removed
Send Email from the address list.
| Email Copy |
First Mame Last Mame
[0 stephanie pharn ~
[0 tung tran
Please enter text for email.
v
Route | | Remave Person

£

@ Dane

i) start |
Figure 41 Addressee Removed

O Drat ol

MP Training ... /3 1BM WehSphers Part...
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2 IBM WebSphere Portal - Microsoft Internet Explorer :HEWE
L}

File Edit ‘Wiew Favorikes  Tools  Help

-

eBack b J \ﬂ @ h /:\J Search “‘}:I'\':(Favorites 6‘} [_\'v .:_\l_'_ _J ﬂ '3

Address |@ hitps:/eim-armydes 07 army-Fomp,netiwpsmyportalf o fpdkeoml /04 _3j95PykssyQePLMnMz0uMTY _QjzkLN4gPMAT gFiwLyqRqCLEpuginABd_83FS0okdka_obk: V| G Links *

Inbox B E A

Routing Slip for Copy of_EIM RECOMMENDATION TO DECLARE ARMY EMERGENCY RELIEF LOAN
UNCOLLECTIBLE Form

Original Search
First Name Last Name Suspense Date/Time send Email )
[Jaaron burrell |Jan Vl 04 Vl 2006 Vl 03 V|:| 0 VlYes V|
Please enter text for the email here,
| Info Copy |
First Name Last Name
[0 rodwyn Dimaranan
Send Email
| Email Copy |
First Marne Last Mame
[0  stephanie pham ad 13
[0 tung tran
Please enter text for email.
v
Routs | | Remave Person |
The user elects to route the form.
When the “Route” button is selected

£

the border of the button appearsin = o
bold. j é 0 Inkernet

1y . f - m . L - Flgml o a g
Iy start & CET ]Drart FCMP Training ... ere Port,. a IBM WebSphere Port... e B Ly {_'_1 e 12:34PM

@ Opening page https: | feim-armydey 07 army-Fomp, netfwps mypartal 0k e

Figure 42 Completed Routing Slip
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The form was routed successfully; however, the system did not display a routing confirmation. The
system displayed a failed routing confirmation.

Insert screen shot representing successful routing for the routing slip above.
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Inbox — Delete Function

@Back i 7 | \ﬂ @ h /_-‘Search ‘?':'\'(Favorites @3 |v __;, _I ﬂ '3

fiddress :@ hitps:  feim-armydey 07 army-fomp,netwps myportal/ ot fp kool 04 _3i95Pyvkesy Qe PLMAME0YIMTY _QjzkL4gPMAT JoFwiLvaRqCLGpugingBrd_&3FaockGeka_obk: V| a0 Links @ x

A

PTPTR  The user is alerted “Are you
- sure you want to delete?” The

; : / ——— T user can click “OK” to continue
‘Tﬁf _ ' ' Azt ﬂl& nnm deleting the form or click

Forms Contentl  “Cancel” to cancel deleting.

| Personalization | My Finances | My Work

Welcome Inbox Drafts Favorites Admin Help

Form Finder

Form Title: | Farrn Murnber: A b

I |— Microsoft Internet Explorer &| ‘a

Lol /
Inbox \:{J Are yau sure yau wank to delete? ]
Inbox -- 6 Form(s), 0 Folder(s) Close all L]
[, O, l [ Cancel ]

Form Mame Form Type Create vaws w ALLUIN LaLs suzponu Date Add Ta Falder

STATUS OF D& FORM : Sep 21, 2005 Sep 22, 2005 Mo suspense
D 1315 DR 09:54:18 16:44:32 date set

s Jul 28, 2005 Sep 23, 2005 No suspense

D D NEDER:SURRORT Bisathbed 17:11:03 10:44:53 date set
D m Fouting Date SERY DA 1059 Sep 23, 2005 Sep 23, 2005 Sep 23, 2005

ICE SCHOOL ACAD... 10:58:35 11:00:05 13:00:00
D Routing Test Copy D4 638 Sep 23, 2005 Sep 23, 2005 Sep 23, 2005 Delete

of_RECOMMENDAT... 11:27:06 11:28:13 11:30:00 N
[ D Copy of_ARMY AVIA DA 2408-12 Sep 21, 2005 Sep 27, 2005 Mo suspense IE

TOR'S FLIGHT RE... 09:11:36 10:26:09 date set

Copy of REGQUESTF Sep 21, 2005 Sep 27, 2005 No suspense
O D OR WITHDRAWAL 0, DA 1% 09:57:34 14:53:43 date set Complete N

The user can delete
a form from the Inbox
: by clicking the
€ a8 “Delete” button.

iy Start & CET UE' Draft FCMP Training ... /2 IBM Webs

Figure 43 Confirm Deletion
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2l https:Heim-armydev07.army-fcmp. net - Delete Form Message - Mic... |

Delete form "STATUS OF DA FORM 1315 successfully.

This message appears
when the form has
- been successfully
Press “Continue” to return to deleted.
the Inhny
I@ Dore Sy & Internet

Figure 44 Form Deleted Successfully
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Inbox — Rename Function

A IBM WebSphere Portal - Microsoft Internet Explorer
File  Edt View Favortes Tools  Help al

@Back ) \ﬂ @ _h /'._-)Search ‘E?:E-'Favorites e} v _'_', & _| ﬁ ':'i

fiddress :@ hitps:  feim-armedey 07, army-fompnetfwps myportalf ot fp kool 04 _3i95Pyvkesy Qe PLMAME0Y MY _QjzkL4gPMAT JoFiwLvaRqCLEpugingBrd_83FSookGeka_obk: V| G0 Links @ =

A
abari | | Log out
| Personalization | My Finances | My Work
Welcome Favorites Admin
Form Finder
Form Title: | IForm Number: | | | Search | | Search By Range |
Inbox B = G
Inbox -- 5 Form(s), 0 Folder(s) Close all L
Farm MName Form Type Create Date w Action Date Suspend Date Add To Folder
L Jul 28, 2005 Sep 23, 2005 Mo suspense
D D HCDERALERORT RitgRental 17:11:03 10:44:53 date set
Y% Houting Date SERW Sep 23, 2005 Sep 23, 2005 Sep 23, 2005
ICE SCHOOL ACAD... At 10:58:35 11:00:0% 13:00:00
m Fouting Test Copy D4 638 Sep 23, 2005 Sep 23, 2005 Sep 23, 2005
of_RECOMMENDAT... 11:27:06 11:28:13 11:30:00
i D Copy of_&RMY AVIA N Sep 21, 2005 Sep 27, 2005 Mo suspense
TOR'S FLIGHT RE... 09:11:36 10:26:09 date set
)
I D Copy of REQUESTF DA 1134 Sep 21, 2005 Sep 27, 2005 Mo suspense
OR WITHDRAWAL O, 09:57:34 14:53:43 date set
Complete
The user has elected to The user can rename a
rename the selected form. form by clicking the ¥
€ “Rename” button.

+4 Start & BT raft FCMP Training ... s

: - Note: The border of the I
Figure 45 Rename Function “Rename” button appears
hold when it is selected

Check system; capture screenshot that appears before this screenshot.
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This screen appears when the user
elects to rename a form. The user
types the new name of the form in this
space.

A hitps:Heim-armydev( Explorer [Z| |E||'g|

|CD|3\_,r of _REQUEST FOR WITHDRAWAL OF MY PERSOMAL PROPERTY

[ Remname | [Clear] —— i
/\ Press the “Clear” button to

change the name of the form
back to the old name.

Press “Rename” to rename
the form.

Note: The user must type the
new form in the space above.

&) Done ) & Internet
Figure 46 Rename Form
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This screen appears after
the form has been
=W S an ey renamed successfully. rosoft Internet... [’L||E|rg|

Renamed form Copy of _REQUEST FOR WITHDRAWAL OF MY PERSOMAL PROPERTY
rom Copy of REQUEST FOR WITHDRAWAL OF PERSOMAL PROPERTY

Press “Continue” to return to
the Inbox.

@ Done 2 & nternet
Figure 47 Form Renamed Successfully
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Inbox - Copy Function

| IBM WebSphere Portal - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help ':f

eBack - d \ﬂ @ _h /_\J Search ‘f‘\'{Favorites e} <] - :\7_ _J ﬁ '3

Address @j https:/ {208, 3,193, 204 fwpsimyportal ot ipfkoxml 04 _S5i95Pykssy0xPLMAMz0VMOY _QjzKLN4gPMALJgFiwLyqROCLGpUGijnAB: 4 _83FSgek Qskaoky aoflZ OanphogR-s760FoF-Cr V| Go Links ™

Bl
Welcome Favorites Recycle Bin =
Form Finder I
Farrn Title: l:l Faorrn Murmber: | | | Search | | Search By Range |
Drafts (B = 5
Close all
Actions List
Form MName Form Type Create Folder
~
O D NCOER EVALUATION REPORT D& 2166-8 ?2'3',‘415230?05 @l | TlploadForm
e ETTE ndd To Folder
. .
O D OFFICER EVALUATION REPORT DA 67-9 T [ oz |
|:| D My Laundry List DA 1974 17:40:53 Comment
Copy of_Copy of_STATUS OF DA R Qct 12, 2005
L D FORM 1315 (B SRR 16:31:50
Oct 13, 2005
O [£] copy of_Reauest for 1771 DA 3161 S
D STATUS OF DA FORM 1315 DA 1315-1 Ok 115, 2ol - -
10:38:59
D NCOER EVALUATION SUPPORT FORM DA 2166-5-1 ElctE et
09:51:27
OFFICER EVALUATION SUPPORT FO N Oct 14, 2005
D RM L ERERE 10:03:02
D NCOER_Created_From_NCOER EVAL —— Oct 14, 2005
UATION SUPPORT FORM 09:59:41

|

The user can copy a form
by clicking the “Copy”
button.

Note: The border of the

“Copy” button appears
hold when it is selected

The user has elected to
2| _conv the selected form.

(p— E— =
14 Start @ 7~ | T Draft FCMP User Guid... -

b Pzl

Figure 48 Copy Function
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This screen appears when the user

elects to copy a form. The user can

copy the form to “Drafts or Favorites.

WwWhere would vyou like to place the copy of STATUS OF DA FORM 1315 7

A hitps:/f208.3.193.

- .
= - Click the “Drafts” button to copy
_ . the form to “Drafts” or click the

“Favorites button to copy the
form to “Favorites.”

A

The user elected to copy the
form to “Drafts.

Note: The border of the
“Drafts” button appears bold

2| Done 2 4 Internet

Figure 49 Copy Form
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This screen appears after
the form has been copied —T=T

t Expl... [= |0
successfully. netbxL.. ()5

Created Copy form Copy of _STATUS OF DA FORM 1315 for
sylvia.cohen. Mo signatures were found!!!

2 https://208.3.193.204

Press “Continue” to return to
the Inbox.

I@ Done él ‘ Internet
Figure 50 Form Copied Successfully
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Inbox- Process Complete Function

@Back ) \ﬂ @ ;\] /-' Search g\;f‘Favorites ‘e} ]~ _‘_;,, _] ﬂ 'ﬁ

= :
fiddress I%Ll https:Jfeim-armydev0? army-fomp .netiwpsmyportal/utfpfkexmlj04Si9sPykssy0xPLMAMz0vMOY_QjzKLN4gPMAT JgFiwLvqRgCLGPUGINABX4_B3FSgckQoka_obke Vl a0 Links ‘@j x

After the user clicks “Complete” the user A
is alerted “Are you sure you want to
complete the process?” The user can Nejnone eaiiog St
click “OK” to complete the process or
click “Cancel” to cancel completing the
process and return to the user’s Inbox.

Forims Content Management

Welcome

Form Finder

Farm Title: | IForm Number: | .
- mmm Microsoft Internet Explorer,
:\.’/ Are vl sure you wank to complete the process?
Inbox -- 5 Form(s), 0 Folder(s) L]
[, O, l [ Cancel ] fictions List
Farm Name Form Type Cicawe Laws w MLUUI LaLs SUBPENY Lals 4dd To Folder
o Jul 28, 2005 Sep 23, 2005 Mo suspense
D MR RRREORT el Tdla 10:44:53 date set
[ m Routing Date SERY DA 1058 Sep 23, 2005 Sep 23, 2005 Sep 23, 2005
ICE SCHOOL ACAD, ., 10:58:35 11:00:05 13:00:00
D m Fouting Test Copy D4 638 Sep 23, 2005 Sep 23, 2005 Sep 23, 2005
of_RECOMMENDAT. .. 11:27:06 11:28:13 11:30:00
Copy of_&RMY AVIA i Sep 21, 2005 Sep 27, 2005 Mo suspense
D D TOR'S FLIGHT RE DA 2408-12 09:11:36 10:26:09 date set
0 D Copy of_REQUl The user can complete the Sep 27, 2005 Mo suspense
OR WITHDRA process of certain forms by 14:53:43 date set
clicking the “Complete” button. — oot
Note: The border of the
“Complete” button does not R
) appear bold when it is selected. 0 -
ntetne

g 1 [ [ e 0 :
iy Start W CET ﬂ_ii Draft FCMP Training ... 2 T e

Figure 51 Process Complete Function

Note: All forms do not have a process complete function. The process complete is operational with a
selected group of forms.
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3 IBM WebSphere Portal - Microsoft Internet Explorer

This screen appears when
the form has completed
the process.

File Edit View Favorites Tools  Help

@Back M ) \ﬂ @ ;j /.:\J Search \i:( Favorites &}

Address @ hittps: | feir-atrmydev07 . army-Femp. netfwps/myportalf 1t p kesmlf04_595Pyvkssy 0xPLMAMZ0YMOY_QjzkLN4gPMAT JgRiwLyqRqCLGpugijnABye_B83FSgokQoka_obke V| Go | Links @ &
Inbox ] s
The torm NCOER SUPPORT has completed it's process.
Press “Continue” to return to
the user’s Inbox.
Tracking ]
Tracking -- 2 Formi(s), 1 Folder(s) Clase all
Actions List
Farrn Marme Farm Type Current Owner Date Received Date Viewed
[2 form(=)] Jabari Folder : Sep 27, 2005
U pezizons folder Jgarrett 13:40:32 N/a
v
&] Dore S @ Internet

O Draft FCMP Training ... /2§ IBM

Figure 52 Process Completed Successfully
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Inbox - Tracking

The Tracking window

A 1BM WebSphere Portal - Microsoft Internet Explorer located in Drafts is also QE|®
'll

File Edit ‘iew Favorites Tools  Help set Up Ilke thls W|nd0W. i

3 - n T e 1
@Back i > ) \ﬂ @ __:‘] /.)Search ‘E.\'E-'Favorites f} v -i L ﬂ ':i

Address i@ https: ffeim-armydev07 , army-Fomp.netfwpsmyportal{ ukfpfkoml 04 _Si95PykssyDxPLMAMz0vMOY _QjzkKLN4gPMAT JgFiwLwqRgCLGpugijnaBd _B3FSgok(Skia_obk:e V| Go | Links » @ =

A
ri ! | Log out
The tracking page allows the
user to view all changes that
are made to the forms and
folders they have accessed.
elcome
‘m Finder
~— —— The “Current Owner” of a — | " l
Tie: | form or folder is the user that | o ek Auanae
currently has the form or The “Date Received” is the
folder. date the current owner
received the faorm or folder
Actions List
orm Mame Farm Type Curre er Iate % Date Views The Date Viewed is
REQUEST FOR WITHDR Sep 21, 2005 Sep 21, 2005 the date the current
O DA 1134 spham iy s .
D AWAL OF PERSONA, . 10:21:11 17:19:15 owner viewed the form
Copy af_EIM RECOMM Sep 29, 2005 Sep 27, 2005 II| or folder.
O D ENDATION TO DEC... Rkl ahiirral 12:34:17 16:41:22
s : Sep 29, 2005 Sep 22, 2005
& D MCOER SUPPORT D 2166-6-1 jgarrett Yienls e
[2 form(s)] Jabari Falder i Sep 27, 2005
[T 08212005 folder joarrett s Hia
f

‘4start | @cer
Figure 53 Tracking Window
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Inbox — Reclaim Function

IBM WebSphere Portal - Microsoft Internet Explorer
File Edit View Favorites Tools Help ";I‘

@Back > | \ﬂ @ h /_‘ Search ‘\_EI?'\'E‘Favorites {:‘} "‘v -_;_ _n _| ﬁ ,‘3

Addrass !@ https:/}208.3.193, 204/ wps/myportalf lutip/kcxmlf04_Sj95Pyvkssy 0xPLMAMz0vMOY _CjzKLM4gPMAT JgFiLvgRqCLGpugiindBX4_83FSgckQskaoky aflZ0anpheqR-s760FoF-i V| Go Links **

-
EU:@: m| The user can reclaim a form g
FOTIIS CONtd by clicking the “Reclaim”
button.
Welcome Favorites Recycle Bin Admin Note: The rO_Uted form can
e only be reclaimed if the has
orm rinder .
not been opened (viewed).
Inbox (=) [ (e
Tracking |E|
Close all
Current Owner
O B SOISCcomeon oarss  svashen  gemmars  oman oo
Copy of _STATUS OF D& 1315-1 H Oct 20, 2005 okt
O D Dé FORM 1315 Fpvisicoien 14:20:32 i
D b aburrell S Mot yet viewed,
Copy of STATUS OF e . Oct 12, 2005 Oct 13, 2005 The user can reclaim a
D D4 FORM 1315 15:58:39 12:21:07 form by clicking the
“Reclaim” button.
Note: The border of the o
“Reclaim” button appears
hold when it is selected
The user has elected
to recliaim the v
Zé selected form B @ mermet

¢4 Start Y
Figure 54 Reclaim Form
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Capture a screenshot of a successful Reclaim.
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Drafts Tab

Drafts Page Overview

Most functions and page layout on the Drafts
3 IBM WebSphere Portal - Microsoft Internet Explorer and Tracking page are the same as the E]E|®
#.

Fle Edt Vew Favorkss Took Help functions aqd layout on the Inbox page.
: _ - Those functions and page layout that are
@Back i) \ﬂ @ :‘] /._)Search ‘C'_'\'E-' ravoritd - different will be explained in the Drafts

o o section of this User’s Guide. T—
Click this tab to access the ortallut ke kv Beo s 7 &

user’s Drafts. The Drafts shows

A
all forms, folders, and folder =
content that the user created.

Forins Content Management
| Personalization | My Financys | My Work
Welcome Favorites
Form Finder i X
Click this button to create a
Form Title: | |F0rm Number: | | | Search | | Search By Range | folder in the user’s Drafts.
I |
Drafts -- 1 Form(s), 2 Folder(s) Close All L
_ fi¥e List
X
[ D Copy of_STATUS OF DA FORM 131 Rl Sep 21, 2005
: —
[T [ farm(s)] Jabari Folder 09232005 folder re /
[T [0formis)] Evaluations foldar 14
Click this button to upload a
form from the desktop, data
storage, etc.
i

féj é G Internet

—J_ f f 0 #: o i
15 Start & o7 0} raft FCUP Training ... /% 180 Websphere Part. . " 4 g0 KL 12ETRH
Figure 55 Drafts Page Overview
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BEIE
-

"

The Tracking pa
and allows the user to view the changes that are made to the
&3

forms and folders routed from Drafts. The Tracking page

shows the Form or Folder Name, Form Type, Current _
e Owner, Date Received' and Date Viewed. L M4gPMAT JgFiveLyqRqCLGpugiinAB4_83FRAb_DA_YLcONC V| Go  Links * @ A
-
Tracking E'
Tracking -- 3 Form(s), 1 Folder(s) Close all
Actions List
Form Mame Form Type Current Owner Date Received Date Viewed
: [ farm(s)] Jabari Folder : Sep 27, 2005 l:l
U tezizoos folder Jgarrett 13:40:32 WA
v
S @ meemet

5 /4 g RILN 18R

133 Draft FCMP Training ...

Figure 56 Drafts Page Overview Continued
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Drafts Page — Create Folder Function

A IBM WebSphere Portal - Microsoft Internet Explorer

File  Edt View Favortes Tools  Help ar

@Back ) \ﬂ @ _h /-‘ Search ‘ilf:E‘Favorites {‘3 'v 1_'_ & _| ﬂ ':'i

fiddress !@ hitps:  feim-armedey 07, army-fompnetfwps myportalf ot fp kool 04 _3i95Pyvkesy 0 PLMAME0Y MDY _QjzkL4gPMAT JoFiwLvaRgCLEpugingBxd_83FRSb_0A_YLoOm V| G0 Links @ =

A
me jabari | | Log out
| Personalization | My Finances | My Work
Welcome Favorites Admin
Form Finder
Form Title: | IForm Number: | | | Search | | Search By Range |
Drafts B E
Drafts -- 1 Form(s), 2 Folder(s) Close all L
Farm Mame Form Type Create Foldar
Copy of STATUS OF DA FORM 131 L Sep 21, 2005 Ipload Farm
D D 5 DU 09:57:13
(177 1t farmes)] Jabar==- o - (
The user can create a folder by
L) lehm(lEvsl  clicking the “Create Folder” button.
Note: The border of the “Create
Folder” button appears bold when
it is selected.
M
€ =) 5 @ ntermet

L ) f s I A 5 . [ o= B e T 5 =
T start & CET tEil:.lrar‘t FCMP Training ... ; IEM Wil e Part,,, 3 1BM Wiehsphere Part,., ¢ B o4y "(J 4 1:04PM

Figure 57 Create Folder Function
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This screen appears
after the user elects to
create a folder.

2N https:ffeim-armydevO7.ai

LT | || Create Folder |
Mame:

Type the folder name in this

area.
@ Done 2 & Internet

Figure 58 Name the Folder
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2N https:ffeim-armydevQ7.army-fcmp.net - Create Folder - Micros. .. |'_ ”Eng

Zulden- |JG Folder | I Create Folder I
ame:

The user typed the folder

Click the “Create Folder”
button to create the folder in
Drafts.

Note: The border of the
“Create Folder” button
appears bold when it is
selected.

@ Done 2 & Internet
Figure 59 Create Folder and Save to Drafts
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This screen appears when
the folder has been

2N https:ffeim-armydevO7

created successfully.
Successfully added fol
Press “Continue” to return to
Drafts.
@ Done 2 & Internet

Figure 60 Folder Created Successfully
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Drafts — Extract Form

A IBM WebSphere Portal - Microsoft Internet Explorer

Fil: Edit Wiew Favorites Tools  Help :j’

@Back - g \ﬂ @ _;j /_‘ Search ‘E'IT'\'E”Favorites Q}:{ ' _\; " | _| ﬁ ':'i

Address !@https:,l',l'eim-armydevﬂ?.army-chp.net,l'wps,l'myportal,l'!ut,l'p,l'kcxmIID4_Sj9SPykssyDxPLManDvMDY_QjzKLN4gPM.QTJgFiWquRqCLGpugijnABX4_83FR9b_DA_YLcDN( V| Go Links ’@ =
Fy

jabari ! | Log out

| Personal

Welcome Favorites

Form Finder

Form Title: Form Mumber: Search Search By Range
L | | || || |

Drafts ]

Drafts -- 1 Form(s), 3 Folder(s) Clase all

fcti List
Farm Mame Farm Type Create Date
1= [1 form(s)] Jabari Folder 09232005 falder N/
MAINTENANCE TEST FLIGHT MANEU o Sep 21, 2005
VERS GRADESLIP ErEa 09:55:01 _
[T o farm(s)] Evaluations folder e ‘
|:| = [0 farm(s)] JG Folder folder H/ A

NI
The user can extract a form
from a folder by clicking the
“Extract” button.

Note: The border of the 8
“Extract” button appears bold

v F = F il i oy =
:4 Start & o7 O Draft FCUP Training ... Z§ 1 when it is selected.

Figure 61 Extract Form Function
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This screen appears when
the form has been
successfully extracted
from the folder.

2N https:ffeim-armydevO ¥ . arm;

sSuccessfully extracted form "MAINTEMNAMCE TEST FLIGHT
FMANMEUYERS GRADESLIP® from the folder "Jabari Folder 09232005".

Press “Continue” to return to
Drafts.

@I‘I Crone é ‘ Inkternekt
Figure 62 Form Extracted Successfully
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Drafts — Upload Form Function

A IBM WebSphere Portal - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

@Back - g \ﬂ @ _;j /_‘ Search ‘glfg”Favorites Q}:{ " ; " | _| ﬂ ':'i

Address !@https:,l',l'eim-armydevﬂ?.army-chp.net,l'wps,l'myportal,l'!ut,l'p,l'kcxmIID4_Sj9SPykssyDxPLManDvMDY_QjzKLN4gPM.QTJgFiWquRqCLGpugijnABX4_83FR9b_DA_YLcDN( V| Go Links ’@ =

A
jabari ! | Log out
| Personal
Welcome Favorites
Form Finder
Farrn Title: | IForm Nurnber: | | | Search | | Search By Range |
Drafts BEEE
Drafts -- 2 Form(s), 3 Folder(s) Clase all L
) : ctinns List
Farm Mame Farm Type Create Date
[0 [ofeem(s)] Jabari Folder 09232005 folder /A
[T1=5  [0form(s)] Evaluations falder AR el =
Mo forms found O
(115 [0form(=)] 3G Folder The user can upload a form
from a local directory by
clicking the “Upload” button.
Note: The border of the
“Upload” button appears bold
when it is selected.
¥

& 2 8 internet
&

Jstart | @ [ O Draft PP Training . 1
Figure 63 Upload Form Function
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T m After the user clicks “Upload

@Back &l |)¢l] |=L] h ).F‘ Search ‘\7"“"( Favorites ﬁ;{ r:' _‘\, —‘ ﬁ “3

. ; ’ 04_5{35Pykssy0xPLMAMZOVMOY_CizkLN4gPMAT IgFWLvaRqrL GpugiinABe_B3FRob_0A_YLcone v | Ed G Links ™ & -
—— Form” the user is alerted “Are | J ~
you sure you want to continue?” =
The user can click “OK” to e jabari | | Log out
continue uploading the form or
click “Cancel” to cancel ;
unloadina the form. i
. T 23 Forms;Content Management
| Personalization | My Finances | My Wo\
Welcome
Form Finder
Farmm Title: | Farm Number: | A
e Microsoft Internet Explorer E|
\:‘.’/ fAire vou sure you wish to continue?
Drafts -- 2 Formi(s), 3 Folder(s) Clase all N
. [ OF, ] [ Cancel ons LISt
Form Mame Form “ypo sl aLE Laus
[l [0ferm(s)] Jabati Folder 09232005 falder A8
(1% [0farmes)] Evaluations folder MAA
No forms found
107 [ofarm(s)] G Folder falder M/ ‘
b

14 Start

[ & et CMP Training .,

Figure 64 Confirm Form Upload
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This screen appears after
the user elects to “Upload”
—— : - a form.

@Back - ‘_,J |ﬂ @ h /'_)Search \I-;I\"E‘Favorites Q:} - 4 =) o ﬂ g‘_‘.‘}
Address !@ https:,l',l'eim-armydevﬂ?.army-chp.net,l'wps,l'myportal,l'!ut,l'p,l'kcmeJ'D4_Sj95PykssnyPLManDvM_ 'z_K I\ELJgFiWquRqCLGpugijnAB><4_83FR9b_DA_YLcDN( V| Go | Links ? ’@ =

2 A CEC L LI
L | Ry SriITS Content Maitagement

2 IBM Web5Sphere Portal - Microsoft Internet Explorer

File Edit YView Favorites Tools  Help

| B

Welcome Favorites

Form Finder

Farm Title: | Form Mumber: Search Search By Range
l | | | | | | |

Drafts

Select an Farm frarm vour local cornputer: | |[ Browse... |

| Upload || Cancel |

|=

2] pone 5 @ nternet
3 ) .

., .
+y Start & BT T Draft FCHP Training ...

Figure 65 Browse for a Form to Upload
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A IBM WebSphere Porfal - Microsoft Internet Explorer
File Edt View Favortes Tools Help 4"

@Back ) \ﬂ @ hh /-‘ Search ‘gIT:E‘Favorites {‘} “v .;_ \‘ _'| ﬁ ﬁ

fAddress !@ https:,I'J'eim-armydevﬂ?.army-chp.net,l'wps,l'myportal,l'!ut,l'p,l'kcmeJ'D4_Sj95PykssnyPLManDvMDY_szKLN4gPMALJgFiWquRqCLGpugijnABX4_83FR9b_DA_YLcDNCV|Go Links @'
W o w:ogHmmy :
. | { S Forms;Content Manavement
fr——— - \

|05 hawy]

| Personalization | My Finances | My Work

Welcome Favorites

Form Finder

Farrn Title: | IForm Murnber: | | | Search | | Search By Range |

Drafts

Select an Form from vour local computer: IE:\Conver‘ted Formsya67_3.xfdl
Press “Browse”
[ Upbad || cancel | to locate a form

in a local
directory.

The user has Press “Cancel” to

elected to cancel the upload.

upload a form.

Note: The
border of the
“Upload” button
appears bold
when it is
selected.

@ Dore é Q Internet

¢4 start e [ 04 Ovaft FCMP Training . /) I6M WebSphere Part...
Figure 66 Select a Form to Upload and Upload the Form
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Favorites Tab

Favorites Page Overview

A IBM WebSphere Portal - Microsoft Internet Explorer

File Edit ‘View Favorites Tools  Help

i
@Ba Templates are partially [ 5.0 Fvetes &4 [0 B ks i3
completed forms the »
Add I " . - s Go Links =
"1 user uses often. yportal{utfpfkcxmlfi Click this tab to access the user's CAFYFY-P_hbl_QDIgtz0lh | o Ll L]
Favorites. Favorites contain the

user’s favorites and templates.

Favorites

Template

Favorites

Favorites are blank forms the user
uses often.

D é 0 Internet

™y f i3 R I S
14 Start & BT 3 IBM WebSphere Port.., @ Draft FCMP Training ...
Figure 67 Favorites Page Overview

/A 4 RN L Si0Rm
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Template Overview

A IBM WebSphere Portal - Microsoft Internet Explorer

File Edit ‘Wiew Favorites Tools  Help

@Back > ) \ﬂ @ _;j /_‘ Search ‘glfl\'g”Favorites {‘;{ 'v ; a —| ﬂ -:.i

Address !@ hittps: ffeim-armydevO?  atmy-Fomp. netfwpsmyportal/ lukfpfkexml 04 _Si9SPykssyOxPLMAMz0vMOY _CizkLN4gPMALIgRwLvqRqLGpugindB:4_83FSgck(ska_obkE V| B_GD Links ** ’@ =

The user can perform two actions [
in Favorites. The user can delete
or rename a form. Delete and

rename operates the same way it
does in Inbox and Drafts.

e

| Personalization | My Finances | My Work
Welcome Inbox Drafts Favorites

Template

Template -- 3 Formi(s)

| B Aaron And Sylvia DA 2408-12
Copy of_REQUEST FO
O R WITHDRAWAL OF .. e
MAINTENANCE TEST F
O LIGHT MANEUVERS... Bl

This list of the
templates the
user created.

S B mkermet

:4 Start = BT LRCMP Training .. 4 T

Figure 68 Template Overview
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Favorites — Overview

A IBM WebSphere Porfal - Microsoft Internet Explorer

Flle Edit ‘iew Favorites  Tools  Help

The Favorites window "

. 2 A A N shows the user’'s most
@Back 2 \ﬂ @ 1l 7~ Seatch p & Favorites {‘ used blank forms.

fAddress I@ hitps:  feir-armydesy 07 army-Fomp, netfwps mypartall ot o kool 04 _Si95Pykesy 0 PLMRMZ0VIMTY _QizkLdizdas JaFku-paaTsamaCkOcdPy-P_hl_QDagtz00th V| Go | links @ *

The “Edit button allows the user
to edit their list of favorite forms.
The user edits favorites by
clicking the “Edit” button.

me jabari | | Log out

Forms Content M

Welcome Inbox

Template

Favorites

Favorites-- 3 Form(s)

Form Marne

Farrn Type
D MCOER D# 2166-3 This form is used in the Army
D WCOER SUPFORT D# 2166-3-1 This form is used in the Army
D CER SUPPORT DA #7-9-1 This form is used in the Army

A

This is a list of
the user’s most

used blank
forms.
:é-j-— D é Q Internet
1] ‘mc %0 P
T start BT X IB here Part.., @ Draft FCMP Training ...

A e &S G B

Figure 69 Favorites Edit Function
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Favorites — Edit Function

2} IBM WehSphere Portal - Microsoft Internet Explorer ThlS screen appeal’s When E I
Bl Edt Vew Favortes Tock bep the user clicks the “Edit” | &
@ Back - - \ﬂ \g ;“ | /:"' Jearch \,( Favarites 4 button
Address |@j hittps:j§208.3, 193, 204 wpsfmyportal/lut/pfkoxml /04 _5j95PykssyDxPLMAMz0wIMAf [jzeth4o0sL PSicLTESMrASNSUzILAMNyE yeyczOrUIPOI_SizIBoAoxAukEsSxFasFQR Y INOE e4gk SHmEqvrd-gHEETlay j ao |Links 2
E]
ot A The “Search” allows the user
to search the Army’'s Forms
Content Manager using
Forims Conte; Form Name and Form
Number.
Favorites Recycle Bin Admin
Favorites
Edit Favorites
Current Favorites Search
Narne: I
MCOER EVALUATION R This is & evaluation form I—
r EPORT Divelee:8 used by the Army., Type:
NCOER EVALUATION S i This is & evaluation form m
r UPPORT FORM RAeLobeaRL used by the Army.
OFFICER EVALUATION This is & evaluation form
r SLUPPORT FORM DAiG7adeL used by the army.
L il The “Remove” button allows the
This is a list user to remove forms from the
of forms in Favorites.
the user’s
Favorites.
I4
el | |18 e et Y
Figure 70 Edit Function
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Favorites — Search Function

BM WebSphere Portal - Microsoft Internet Explorer

Flle Edit ‘iew Favorites Tools  Help :

eBack e J \ﬂ @ h /:\J Search ‘51'\'( Favarites 6} [-\'. L:_\l_'_ _J ﬁ ﬁ

fiddress |£§| hitps:  feim-armdey 7 army-fomp,netwps myporkal) ot fp kool 04 _3i95Pyvkesy 0 PLMAMz0yIMAFTjzeMNd g2 vl

TESMrISNSUz L MMy EysyczOrUIPOT_SjzIBql! V| G0 Links @ v

__W 0 FOTIS GUIETITManduenen A
: The user enters the letter “j” to
| Personalization | My Finances | My Work search for any form that has the
Welcome Favorites Admin letter “i” in the Form Title
Favorites
Edit Favorites
Current Favorites V Search
MCOER EVALUATION S This is a evaluation farm
DUPPORT FORM Sl by the army. Type: |:|
OFFICER EVALUATION . This is a evaluation form
|]F{EPOF‘,T e used by the Army.,
OFFICER EVALUATION This is a evaluation farm
DSUPPORT FORM LIS used by the army.
The user has elected
to search for forms.
Note: The border of
the “Search” button
appears bold when it
is selected.
v
&] bane 8 @ mtemet
14 Start & CET 7 T8 We .| T Draft FCMP Training ...

Figure 71 Search Function
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Favorites — Add Function

BM WebSphere Portal - Microsoft Internet Explorer |'._||'E|rg|
Flle Edit ‘iew Favorites Tools  Help :,'
. — i i
o ) o5 i £ . A= . .
0 Back - g \ﬂ \g ) ) seach ¢ Favortes §4) = _] & I e system displays a list of forms that
fiddress |@_b| hit, i devl7 f Y talf 1k fp kel {04 _Sj95Pykasy O PLMAMz D MAF TjefM4g2Tn P, MEE D ST EMEE, M2 [EHEr "j" @ v
s ffeim-armydeyd7, army-Fomp,net s myportal ok fpfkeeol 04 _Sj95Pykssy O PLMAMzDMAF Tjze 1| | was entered and the search engine
bl displays any form that has the letter " w
in the Form Title.
| Personalization | My Finances | My Work
Welcome Favorites
Favorites
Edit Favorites
Current Favorites Search\/
Mame Jescriptio Mame: Type:
NCOER EVALUATION 5 This is a evaluation farm RECORD OF PROCEEDINGS
O pponT FoRrm k== | T Y M npER aRTICLE 15, ugm DA 6%
DOFFICER EVALUATION D& 67-9 This is a evaluation form SUMMARIZED RECORD OF
REPORT used by the Army., PROCEEDINGS UNDER DA 2627-1
DOFFICER EVALUATION D4 67-9-1 This is a evaluat m ARTICLE 15, UCMI
SUPPORT FORM used by th .
The system allows the
user to select multiple
forms to add to their
Favorites.
The user has elected to
add forms to their
Favorites. —
v
Note: The border of the =
&] bane @ - 8 P mnternet
Add” button appears bold

Py o M - . - [ o 2 T
14 Start & BT G DLk e E{Ra N when it is selected. o' &4 w0
B

Figure 72 Favorites Add Function
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| IBM WebSphere Portal - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools  Help

eBack ) \ﬂ @ h /'._\J Search “51:( Favarites 6‘3 [_\v :_\; _J ﬂ '5

Address |@ https:/feim-armydev07 army-Fomp.nel
i W=

tfwps portal! utfp fkcomlf04_3j95Pyvkasy D PLMNMz0 A TizeMh g2 Dn Pl

TESMrQSNSUZJLgMNyEysyczOrUIPUI_szIBquV| GD Lirks * @ -
S GUIGIT MANdyeiiel

| Personalization | My Finances | My Work

Welcome

Favorites

Favorites

Edit Favorites

Current Favorites

Search
NCOER EVALUATION & This is a evaluation farm
DUPPORT FORM DL by the Army. Type: l:l
OFFICER EVALUATION | This is a evaluation form
DF:EPOF{T DS used by the Army.
OFFICER EVALUATION This is a evaluation farm
DSUPPORT FORM LA used by the Army.
RECORD OF PROCEEDI
DNGS UNDER ARTIC... DA 2627
SUMMARIZED RECORD
O OF PROCEEDINGS ... DA 2627-1

The two selected forms were
added to the user’s Favorites.

Note: Five forms are in
Favorites.

1=

S D neermet

o @01 4id1Em

" G Draft FOMP Training ..,

Figure 73 Forms Added Successfully
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Favorites — Remove Function

IBM WebSphere Portal - Microsoft Internet Explorer.

File Edit ‘Wiew Favorites  Tools  Help

eBack b J \ﬂ @ h }.-J Search g:(Favorites {‘} vk :\'; _J ﬁ ﬁ

fiddress |ﬂ:|https:,l',l'eim-armydevﬂ?.army-chp.net,l'wps,l'myportal,l'!ut,l'p,l'kcmeID4_Sj95PykssyDxPLManDvMAFIjzeMMg2DvPchILTESMrQSNSUZJLQMNyEysyEZOrUIPDI_szIBqu V| G Links * @ ”

- SRF r

The user has selected
one form for removal
from their Favorites.

Favorites

Current Favorites Search

NG /ER EVALUATION § This is a evaluation form
0 ke used by the Army. Trpe: l:l
OFFICER EVALUATION . This is a evaluation form
REPORT . used by the Army.

OFFICER EVALUATION This is a evaluation farm
DSUPPORT FORM B used by the Army,

RECORD OF PROCEEDI

NGS UNDER ARTIC. . DA 2627
SUMMARIZED RECORD
LI 9F PROCEEDINGS .. DA 26271

Rernove

The user has elected to remove a
form from their Favorites.

Note: The border of the “Remove”
button appears bold when it is

selected.
v
€ B @ mnternet
¥y [ | 1 I T st - TR
14 Start fo (BT 3 IBM rePart... | O Draft FCMP Training ... & @)L 411pw

Figure 74 Favorites Remove Function
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The “Back” button allows the user to return
IBM WebSphere Portal - Microsoft Internet Explorer, to the main Favorites page.

File Edit View Favorites Tools Help P
Note: The user clicks “Back” after editing

eBack > \ﬂ @ h /._-\J Search ‘{:(Favorites e} {] - :,_.,— _J ﬁ Favorites.

Address |ﬂj hittps: feir-arrmydey07 . army-Femp. netfwps rvportal{ 1t fplkecml {04 _Sjo9sPykss

yOxPLMAMZ0VMAFTizeMN4 yezOrIPOL_Sjzleall ¥ [ o ks > &1~

2DvPchlLTESMrQSNSUZJLQMNﬂys

— il 5 GU dildL G -
| Personalization | My Finances | My Work
Welcome Favorites Admin
Favorites
Edit Favorites
Current Favorites Search
NCOER EVALUATION S This is a evaluation form
DUPPORT FORM Rl T by the army. Type: |:|
OFFICER EVALUATION o This is a evaluation form
|:ISUPPORT FORM oh s used by the Army.
RECORD OF PROCEEDI
|:INGS UNDER ARTIC... ohiary
SUMMARIZED RECORD
|:| OF PROCEEDINGS .. ol
The selected form was removed
from the user’s Favorites.
Note: Only four forms remain in
Favorites.
v
@j Cone é 0 Inkernet

I [ . [, .
15 Start W CET t.. | @ Draft FCMP Training ...

Figure 75 Form Removed Successfully
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Favorites — Back Function

3 IBM LEDLEEREl B AL R EE After the user clicks
File Edit Wiew Favorites  Tools  Help the “Back" button' thlS :;"
@Back > | \ﬂ @ _h /'.__)Search ‘C'n'\'g-' | Page is dlsplayed ':‘i

2

Address i@ https:{feim-armydev07. army-Fomp. netfuwps fmyportal ! lutfpfkoemlf04_S5j95Pykssy O PLMnMz0wMAF[jzeM4 020y PWW oL TESMrAShSLEZ L IMMyE ysyczOrIPOL_SjzIEqLl V| Go | links '@ =

e jabari | | Log out

The Favorites
window reappears
after the “Back button

is selected.
Template

Welcome

Favorites

Favorites-- 4 Form(s)

Farm

D MCOER SUPPORT DA 2166-8-1 This form is used in the Army

D OFFICER EVALUATION SUPPORT FORM DA 67-9-1 ;':';;5 aievalliatinn:farm fised:by. the
RECORD OF PROCEEDINGS UNDER ARTICL

B & 15, UCH) R zbar
SUMMARIZED RECORD OF PROCEEDINGS LI

D NDER ARTICLE 15, LICH] Pazhelal

&)
s start | & cer

é 0 Inkernet

CMP Training ...

Figure 76 Back Function
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Admin Page

Admin Page Overview

A IBM WebSphere Portal - Microsoft Internet Explorer Click this tab to access the Q@

Fiet, EdiE: it Faniabes, “fugk HeR Admmlstrqtor’s Admin page. The Admin T
page consists of three pages, the Form
@ Back + (0) \ﬂ @ |I 5 ) Search \E Favores &4) (] Ingest Repository, Admin Inbox Forms
} £ Z N _ | Access, and Admin Drafts Form Access. |
Address ,E hitps:/ feim-armydey 07, army-fomp, netfwpsmyportalf ot fp kool 04 _5i95ryky OOl | G | Llinks ? ’@ i
""""" Note: This tab is only visible for users
who have administrative rights.
Form Ingest Repository allows :

user to browse and ingest (add)

forms into the repository. = : “ s TE[IW

Note: Only forms with the B Forms Content Management

specified metadata can be iy

ingested into the repository. Wnrk All Admin pages appear
minimized. The user clicks the
maximize button to maximize the
pages.

Favorites

| Form Number: | | | Search | | Search By Range |

Form Ingest Repository

Admin Inbox Forms Access

Admin Drafts Forms Access

Admin Inbox Forms Access shows all
forms and folders in the Forms Content

Manager.
Admin Drafts Form Access
shows all forms and folders
in the Farma Cnntent
Note: The Admin Inbox Form
Access and Admin Drafts Form v
a Access under the Admin page.

’

14 Start [ cor 4 IR Sphere Port.,, f"@ Draft FCMP Training ...
Figure 77 Admin Page
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Form Ingest Repository

3 IBM WebSphere Portal - Microsoft Internet Explorer

File Edit View Favorites Tools Help

@Back > | \ﬂ @ _h /_‘ Search ‘E'IT:E‘Favorites Q} v _‘_,'_ " | _| ﬁ ﬁ

Address !@ https:/ eim-armydey07, army-Fomp, netfwps fmyportal lut/p kol 04 _S5i95PykssyOxPLMNMz0wMOY_CizkLh4i3dar JgFku-pGolsama K OCAREY-P_Nxll_QDogkzQ0lhy V| Go | Lrks * @ =

james | | Administration | Log out

| Personalization | My Finances | My Work

Welcome Inbox Drafts Favorites

Form Manager

Farrn Title: | IForrn Nurnber: | | | Search | | Search By Rangs |

Form Ingest Repository

Select a File:

_— : « "
| |(Browse... ] The user clicks “Browse
to locate a file to ingest

(add) into the repository.

Admin Inbox Forms Access

8

Admin Drafts Forms Access

2]

é 0 Inkernet

ft FCMP Training ...

Figure 78 Form Ingest Repository
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Browse Function

This dialogue box appears >
after the user clicks the

@Back Y ) \ﬂ @ hh /:.‘Search ‘\;‘:\‘r “Rrowse” hllﬂ'nt:*n “3

Address I@ https:Jfeim-armydev0?. army-Fomp. netfwpsimyportalf ot fkool/04_Si95PykssyOxPLMnMz0wM0Y _QjzKLM4i3dAR IgFku-pGolsamaCKOcAFyFY-P_NxU_OD9gtkzo0lh V| Go o Links * ‘@ =

ez | | Administration | Log out

Lok in: ]L'f) Corwerted Farms
| Personalization | My Finances |

1 |
Welcome Inbox Drafts § |EA6?_9

Elas7 91
Form Manager de Recent  fEgfac7 9 1 Step 1. The user selects a
Fom Tt [ Trermhumber: || e [HP® file from the list of files by
armm 11 8.| arm Mumber: L = I .
[ l 1668 placing the cursor over the
_ Deskicp Blaates 51 file name and clicking the
left button on the mouse...

Select a File: ’]

| |[(Browss... ] My Documerts ... or by typing the
i file name in the
! space below.
My Computer

Admin Inbox Forms Access

-

\4

Admin Drafts Forms Access <
My Network File name: “ Lj Open |

Places
Fles oftype:  [AlFiles ("] =] Acewel |

Step 2. The user clicks

i4 start [ & cer hersPort... | Y Draft FCMP Training ... Cigen,
Figure 79 Browse Function Note: The “Open” button
appears bold when
selected.
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Ingest Function

A BM Web5Sphere Portal - Microsoft Internet Explorer

Flle Edit ‘“iew Favorites Tools  Help :,"

@Back ) \ﬂ @ _:j /'.._)Search ‘E?E'Favorites <) v _; " | ~| ﬁ ‘3

fAddress I@ https: feim-armydey07 . army-Femp. netfwps/myporkalf 1t p/kexmlf04_5i95Pyvkssy 0xPLMAMz0vMDY_QjekLN4i3dax JaFku-pGalsameCkOcARyFY-P_kxU_QD9gtz0Ih: V| Go | Links * @ =

Administration | Log out

Forms Content Management

The name of the selected ®
file appears below after [
the user selects “Open.” | Favorites

IForm Nurnber: | Search | | Search By Range |

F\§y'm Ingest Repository

Select a File:
[Et\Converted Formsyae? 9 14 Browse. |

[ e | | 0 0

The user clicks “Ingest” to copy the
form into the repository.

Admin Inbox Forms Access Note: The “Ingest” button appears
bold when selected.

Admin Drafts Forms Access

&

™r [ f .
:4 Start & BT /3 TEM Websphere Port.., | L Draft FCMP Training ...

é ° Internel

Figure 80 Ingest Function
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A 1BM Web5Sphere Portal - Microsoft Internet Explorer
File Edit View Favotites Tools Help :,"

@Back > \ﬂ @ :] /:)Search ‘E"?:E-'Favorites Q‘} ,; _| ﬂ ‘:'i

Address '@ https:feim-armydev0? . army-fomp. netiwps myportalf lut/pfkoxml 04 _5j95Pyvkssy0x PLMAMZ0yMOY_QjzkLN4i39ADIgFku-pGolsamaCkOcAFf_2cvH1y_QD9gtzQ0Thy V| Go | links ? ’@ =

S

The form was successfully

ingested (added) into the

repository. R

Yjeicome Favorites
Fcf'm Manager
| Form Mumber: | | | Search | | Search By Range |
Form Ingest Repository
You have ingested your form in the repository successfully!
—_——
The user clicks “Continue” to
Admin Inbox Forms Access return '.tO th"e Fo'rm IngeSt
Repository” main page.
Inbawx -- 20 Farm(z), 7 Falder(z)
Form Ty Curre i n Date

_ [2 form(=)] Jabari Folder : Sep 27, 2005 Mo suspense
LI boziznos folder Ll 15:40:33 date set.

= [1 form(z)] Stephanie Fol : Sep 22, 2005 Sep 22, 2005
LI Gerz 0321200 foider spliai 15:34:29 00;00:00
= [1 formiz)] Evaluation folder rdirmaranan f;ﬁ;??ﬁgzms Elgtéuss;?n.se _—

- . . Sep 21, 2005 No suspense
= [1 form(z)] Test Flight folder rodwyn.dimaranan 155037 EEaE
= PRt e iy ot g Tt Sep 22, 2005 No suspense B

£&] Done 5 @ rternet

1y Start & CET 0 Draft FCMP Training ...

Figure 81 Form Ingested Successfully
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3 IBM WebSphere Portal - Microsoft Internet Explorer

File Edit Yiew Favortes Tools  Help Hf‘
@ Back * [ \ﬂ @ _h /._‘ Search :\_E Favorites {‘} 3~ _\; _| ﬁ ':'i
fAddress I@ https:ffeim-armydev0?, army-Femp. netiwps myportall lut/plkexml{04_Si9SPykssy0xPLMAMzDyMOY_QizkKLN4i39A0 JaFku-pGalsamaCKOcARF_acyKBwpDmQH2CpHS V| Go | Links *
Sy
| Personalization | My Finances | My Work
Welcome Inbox Drafts Favorites
Form Manager
Forrm Title: | !Form Hurnber: | | | Search | | Search By Range |
Form Ingest Repository
You have ingested your form in the repository successfully!
Admin Inbox Forms Access
Inbox -- 30 Form(s), 7 Folder(s)
Form Name Farm Type
00 Gimipsrss
HEEAG The user clicked “Continue” to return to the main page
5 lfmig]Step  of the “Form Ingest Repository.”
L0 derz 0921200 g P y
(0= nfmeevall Note: The border of the”Continue” button appears bold.
= 3 - Sep 21, 2005 Mo suspense
= [1 farm(=]] Test Flight falder radwyn.dimaranan 15:50:é? o
== R e Pk o ain i Sep 22, 2005 No suspense b
féj Opening page https: {feim-armydey 07, army-fomp,netfwps myportal{utfpfkcxmlf04_5i95Pyvkssy 0xPLMAMz0¥MOY _CizkLMN4i3940Ig| é D Internet
FJ_ ’
:4 Start phere Port.., O Draft

Figure 82 Return to Form Ingest Repository Main Page
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A 1BM WebSphere Portal - Microsoft Internet Explorer QE|®
File Edit Yiew Favorites Tools  Help :l

J.I
@Back > ) \ﬂ @ _h /._‘ search ‘E'I?:E’Favorites Q;( ' _:,'. " | _| ﬂ ﬁ

Address !@ hitkps: ffeim-armydev0? . army-fomp. netfwps fmyportalf Lot fpfkoml 04 _Sj95Pyvkssy0xPLMAMz0wMOY_QjzkLN4i3dax JgFku-paolsamaCkOcAFEY-P_Mxl)_QD9gkzG0lhy V| Go | links '@ =

ez | | Administration | Log out
The “Form Ingest
Foriis Content Managementi Repository” reappears
after the user clicked
“Continue.”
| Personalization | My Finances | My Work P
Welcome Inboy Drafts Favorites
Form Manager
Form Title: | IForm Nurnber: | | | Search | | Search By Range |
Form Ingest Repository =
Select a File:
| |[ Browse... |
Admin Inbox Forms Access =] (] [
Inbox -- 30 Formis), 7 Folder(s) Close all
Farm Mame Form Type Curren er w Action Date

= [2 form{s)] Jabari Folder - Sep 27, 2005 Mo suspense
LI Baz1o008 e Jagriet: 13:40:33 dats set, \

. [1 form(s)] Stephanie Fol : Sep 22, 2005 Sep 22, 2005 Histar The “Admin Inbox
LI derz gsz1200 Toides S0 15:34:29 00:00:00 | Forms Access" page
[ T2 [1 formi=)] Evaluation falder rdirmaranan f;?sg?'aszms I‘d\I:t:usseTnse e displays al! forms |n

every user’s Inbox in
the Forms Content

Manager.

Figure 83 Admin Main Page Reappears
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Admin Inbox Forms Access

The “Admin Inbox Forms
Access" page displays all
forms in every user’s Inbox in
the Forms Content Manager.

A, - 4 »
@Back - & \ﬂ @ T /.)Search . Favarites {_,_ ; = ——a

address i@ https: fieim-armydev0?  army-Fomp.netfwps/myportalf ot pikoxml 04 _Sj9sPykssy DxPLMAMz0vMOY _QjzkLN4i394A01gFku-pGolsam& Tk OcAFFj_zcvkKBwpDmQH2CpHS! V| £ Go Links ** '@ -

A 1BM Web5Sphere Portal - Microsoft Internet Explorer

File Edit  View Favorites Tools  Help

Z

Th f |d | d i h Ad i james ! | Administration | Log out &
e folders located in the “Admin
Inbox Forms Access” are . o . ;
displayed. Click the arrow to The Action List is a list of actions the
display the forms. user can perform on a selected form or
folder. The actions operate the same
TN ance Ny i Ve DLk on all pages, i.e. Admin, Drafts,
peafts Favorites Favorites and Admin pages.
| | | Search | | Search By Range |
Frrm Ingest Repository
Admin Inbox Forms Access
Inbox -- 20 Formis), 7 Folderi(s) Close all
Actions List
Form Type Current Owner w Action Date Suspend Date
E [2 farm(z)] Jabari Folder : Sep 27, 2005 Mo suspense I:I
O Haziza0s izl Jgarrett 13:40:33 date set,
= [1 farm(z)] Stephanie Fal . Sep 22, 2005 Sep 22, 2005
O 4er n921200 ey S 15:34:29 00:00:00 e
= ) ) ) ——— 7
= [1 form(s)] Evaluation folder The actions in the T Route
[0 0 form( Test Fight  falder Actions List can be N s
- o performed onl el Mo suspxlanse
LI [t Logistics Iplees selected form or folder date set,
[0 [ofm)] Claims falder when the action it
T appears in bold print. e
(1o H:Srm(s)l Stephanies Fo Folider Eizursﬂplense v
@ é 0 Inkernet

——— <
‘4 start & CET ) [BMWebSphers Port.., | L Draft FCMP Training ...

Figure 84 Admin Inbox Forms Access
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2 IBM WebSphere Portal - Microsoft Internet Explorer
File Edit ‘iew Favorites Tools  Help :'

eBack ) \iLI @ ;\J /..-\JSearch ‘?;I?'\'.:/Favorites 6:‘3 < - \7 _] ﬁ i‘i

B

[ r
Address kcmlf04_Si95PykesyOxPLMAMz0wMOY_QizKLN4i394DIgFku-pGolsamECKOCARF_zcvKBrwpDmQHZCpHS! V| Go  Links ? @ -

The forms are displayed after -
the user clicks the black arrow.
Title: l:l Form Mumber: | | | Search | | Search By Range |
- This is Suspense Date not
Forij Ingest Repository
| Suscendbal

Adn¥n Inbox Forms Access
Inbowx -- 30 Formis), 7 Folder(s)
‘ ¥ Forms Box [20 form(s)]

Farrn Name Farm Type Current G  fction Date

REQUEST FOR WITHD Sep 21, 2005 No suspense
g D RAWAL OF PERSON.., DA 1134 spham 10:21:13 date set

ROD DIMARANAN ARM _ . Sep 21, 2005 Mo suspense
g D Y AVIATORS FLIG.. D 2408-12  rdimaranan 10:49:06 date set

RECOMMENDATION FO . . Sep 21, 2005 No suspense
O D R AWARD CLI(L ajaworski 11:07:34 date set

RECOMMENDATION FO . Sep 21, 2005 No suspense
g D R AWARD LI tjones 11:25:20 date set

RECOMMENDATION FO . . Sep 21, 2005 No suspense
g D R AWARD LGRS ajaworski 11:28:30 date set

ELECTION TO FORMA _ . Sep 21, 2005 Mo suspense
g D L PHYSICAL EVAL... ekt fdimaranan 11:30:27 date set

Stephanie SERVICE Sep 21, 2005 Mo suspense
O D SCHOOL ACADEML.., LR spham 12:05:48 date set

Stephanie STATUS } Sep 21, 2005 Mo 30, 2005
g D OF Di FORM 1315 ClE kit spham 12:27:41 00:00:00

RECOMMENDATION FO Sep 21, 2005 Sep 22, 2005
O D R AWARD DA 638 sburrell 14:29:23 00:00:00 =
Admin Drafts Forms Access

w

é 0 Inkernet

Ft FCMP Training ...

Figure 85 Forms Displayed in Admin Inbox Forms Access
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3 IBM WebSphere Portal - Microsoft Internet Explorer

File Edit ‘Wiew Favorikes  Tools  Help :'

eBack L, \ﬂ \g h /.._\J Search ‘BIT::(Favorites 6‘3 N “—-'.'i _] ﬁ ﬁ

Address |féjhttps:,l',l'eim-armydevﬂ?.army-chp.net,l'wps,l'myportal,l'!ut,l'p,l'kcmeJ'D4_Sj95PykssyDxPLManDvMUV_szKLN4i39ADJgFku-pGoIsamGCKOcAFFj_zc\l'KBwpoQHZCpHS' V| G Links * @ -

A
Form Manager B
Form Title: l:l Form Mumber: | | | Search | | Search By Range |
Form Ingest Repository E
Admin Inbox Forms Access =
Inbax -- 30 Farm(z), 7 Falder(s) Close all
Form Name Form Type Current Owner  w Action Date Suspend Date |:|
el TATING W - ep 29, NO sUSpENSE
O ] oresteer-raciur., 247307 rodwyn.dimaranan '\ c'y' 4 date set _
Stephanie Uploads R . Sep 29, 2005 Mo suspense |:|
0 D Create OER Sup... PP 67° rodwyn.dimaranan | o’ o date set
RECOMMENDATION FO Sep 29, 2005 No suspense |:|
O D R AWARD DA 638 UL 15:26:21 date set :
- [2 farmiz)] Jabari Folder : Sep 27, 2005 Mo suspense
U2 Gez12005 flider JorIiE: 13:40:33 date set. : The user scrolls
- [1 farm(z)] Stephanie Fal Sep 22, 2005 Sep 22, 2005 down to view all
U derz naziz0n AL e 15:34:29 00:00:00 : folders shown in the
[T 11 form(z)] Evaluation falder rdimaranan Sy 21, 20 M SUpatice Admin Inbox Forms
13:57:03 date set, ACCESS
(100 [1form(s)] Test Flight  falder rodwyn dimaranan  >2P 21 2005 o st :
' 15:50:27 date set,
= 2o . Sep 22, 2005 No suspense
[T [t form(s)] Lagistics folder rodwyn.dirnaranan 0825112 dats sot.
- - - Sep 28,2005 Oct 17, 2005
[0 [oform(s)] Claims folder radwyn.dirmaranan 0810342 14:00:00
T4 Lewmeé 1 Cbambnmias Ca TAan 71 2000 Ble ciimmmmen Z
Admin Drafts Forms Access ]
v

g stat W

Figure 86 Folders Displayed below Forms
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2 IBM WebSphere Portal - Microsoft Internet Explorer
File Edit ‘“iew Favorites Tools  Help :f'

eBack ) \iLI @ h /'._\J Search ‘?;I?'\':(Favorites 6:‘3 i :4 _] ﬁ ﬁ

Address |éj https: //eim-armydewQ? . army-Fomp. netfwpsimyportalf ot ipfkool/04_Si95Pykssy OxPLMAMz0wMOY _QjzKLM4gPMAT JgFiwLvgRgCLEpugijndByd_53FRSb_0A_YLcONC V| Go  Links ? @ <

| |(Browse... | =

The selected form is located inside the
“Jabari Folder.” The user can only perform
actions on the form.

Note: The folder is not selected; the user
cannot perform any actions on the folder.
.
RECOTIMIENDATION IO Sep 29, 2005 No suspense = Extract
1 L Rawaro UL spham 15:26:21 date set

w Action Date

Copy of_REQUESTF Sep 29, 2005 Mo suspense

] D OR WITHDRAWAL 0... DA 1134 ElEE 15:27:37 date set Comment
INDUSTRIAL STORAG _ Sep 29, 2005 No suspense l:l

i D E BATTERY SER¥L... L 10-161 Elee 15:38:58 date set

=1 [2 farmis)] Jabari Folder . Sep 27, 2005 MNo suspense l:l

\’ 7 pop1z005 feley JeRIE: 13:40:33 date set, :
SPECIAL PROVISION . Sep 22, 2005

D SC CRIZI0Y igarrett 12:01:20

0 D EIM RECOMMENDATIO 1, yqe apd fomp Sep 27, 2005

M TO DECLARE AR... 16:33:50
00 Lo s i e pman s
(100 [t form(s)] Evaluation folder rdimaranan f;?sg:lagms Elgt:uss;?nse
05 [1 form(=)] Test Flight folder rodwyn.dimaranan fse:psgi:l.é?ZDDS Elgt:uss;?nse v

The user can perform the
Admin Drafts Forms Access actions that appear in bold print.

[T Draft FOMP Training ...

Figure 87 Form Selected Inside a Folder
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Admin Drafts Forms Access

2 IBM WebSphere Portal - Microsoft Internet Explorer Il
File Edit View Favorites Tools Help :;'

eBack M | \ﬂ \g h /.._\J Search ‘{'\'( Favorites {‘3 <] - ‘“_f ] ﬁ “3 The “Admin Drafts
- : . - Forms Access" page
Address éjhttps:,l',l'eim-armydevﬂ?.army-chp.net,l'wps,l'myportal,l'!ut,l'p,l'kcxm|J'D4_Sj95PykssyDxPLMnMzDvMD\"_szKLN4gPMATJgFiWquRqCLGpugijnAB displays all forms and » @ <

select a File: folders located in ~
| | Erowse. ) every user’s Drafts in

the Forms Content
Manager.

Admin Inbox Forms Access

Admin Drafts Forms Access

Drafts -- 15 Form(s), 10 Folder(s)

Form Mame Form Type Current Owner w Action Date Suspend Date Create Folder
S [2 farm(s)] Flight Record p Sep 21, 2005 No suspense L Uplaad Farm
= p folder rdimaranan EElE ey P

Sep 28§, 2005 Mo suspense
16:10:22 date set,

- [1 farm(s)] Stephanie Fol Sep 27, 2005 Mo suspense
U geroazrzoos el Sl 11:05:53 date set, [ Roue |

|:| i [0 farmiz)] Monday folder pamela.lewis

Sep 21, 2005 No suspense

) [0 farm(s)] My Folder falder jweeks R i Gt

= [1 farm(s)] Stephanies Te Sep 22, 2005 Mo suspense
LI st Rename AN, Ly ol 10:57:07 date set,
= . : Sep 27, 2005 Mo suspense
[ 1 [0 farm(s)] Evaluations falder jgarrett 134750 date set,
5 [0 farm(s)] Rod
= Elggwhatrsgzg folder rodwyn.dimaranan 383!303:85?2005 Elgt:uss;?nse
= : Sep 29, 2005 Mo suspense
11 [0ferm(s)] IG Folder folder jgarrett L iy
OO [emQITstaDees g, whom SZA6 Jomsmmee |y -
The user can perform the L
actions that appear in bold print.
v

@j ) % Internst

e —
' start. [ cer t... | O Draft FCMP Training ...

Figure 88 Admin Drafts Form Access
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IBM WebSphere Portal - Microsoft Internet Explorer.

Flle Edit ‘iew Favorites Tools  Help :;

eBack *J \ﬂ \g h /._-\J Search ‘?;IT:(Favorites 63 - L:; _‘ ﬁ 3

Address |f§| hitps:  eim-armdey 07 army-Fomp, net fwps mypartall ot fp kool 04 _Si95Pykesy 0 PLMRMZ0Y MDY _QjzkL4gPMAT JaRwLyvaRqLEpugingBkd_S3FRSE_0A_YLoOk V| Go ks ¥ @ v

| |[ Browse... | A

The “Stephanie Test Rename
Folder” is selected. The user can
only perform actions on the folder.

Note: The form is not selected; the
user cannot perform any actions on

the form.
D] Close &ll
Farrn Marne Farm Type ( Br fiction Date nd Date Create Folder
[1 farm(s)] Stephanie Fol il i Sep 27, 2005 Mo suspense » Ipload Farm
der 09272005 P 11:05:53 date set, I:I
_ : Sep 21, 2005 No suspense
[T [oferm(s)] My Folder folder Jweeks 14:74:14 dats sat. I:I
[1 form(=)] Stephanies Te Sep 22, 2005 No suspense
Y & Renams AN.. fee] TP 10:57:07 date set, Route
Stephanies ANDAND Sep 21, 2005 Mo suspense
O D 2lE0Nanies ARLAEY - pa 1106 spham Pl
Test AND Renam... 13:51:39 date set,
= . : Sep 27, 2005 No suspense
(] [afarmis)] Evaluations folder joarrett BT i I:I
[@ farmiz)] Fod e
= . o p 28, 2005 No suspense
LD Dimaranan folder rodwyn.dimaranan 0027 date set.
Flight Reca.,
= : Sep 29, 2005 No suspense
(10 [ofermi()] 16 Falder folder joarrett 13:09:50 date set.
= [1 farm(s)] Test AND Crea Sep 22, 2005 No suspense
L1 4 Stephs Fo,. i TR 12:39:23 date set, =
M= [0form(s)]Jabari Folder ... PN, Sep 23, 2005 Mo suspense W7 The user can perform the
actions that appear in bold print.

1|

(Ej hitps:/feim-armeydeyd?, army-fomp.netfwpsiPA_L_0_LT/DownloadFormSeryletField, Formid=95 3 ICM3 icmnlsdb 15 EIM_FilledForms5a 26 A1 é © Internet

e M
15 Start & CeT / ere Part. . Jraft FCMP Trairing ...

Figure 89 Folder Displayed
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Help Page

Frequently Asked Questions (FAQS)

2 IBM WebSphere Portal - Microsoft Internet Explorer

File Edit ‘iew Favorites Tooks Help

eBack - 7 \ﬂ @ h /'_-\J Seatch ‘:;IT::(Favorites 6‘3 ] v :_: _‘ ﬁ ﬁ

fiddress |@jhttps:Heim-armydevﬂ?.army-chp.netprs!myportal!!utJ'pJ'kcmeIUf%_SngPykssyUxPLMnM2UvMUY_szKLN4i39ADJgFI<u-pGoIsamﬁCKOcAFfj_chHlv_QDggtzQUIhyV| GD Links * @ v

Click this tab to access the Forms Content A
Manager Frequently Asked Questions

(FAQ). The FAQs are a list of questions
users asked on a reoccurring basis.

| Personalization | My Finances | My Work

Welcome Inbox Drafts Favorites Admin

Forms Content Management Program (FCMP) Electronic Forms {e-forms) FAQs

What is the FCMP E-form?

FCMP e-forms represent a quantum leap over previous forms software and are far more than simply an e-forms solution. Under the

new program, the printed form is only ane of many potential outputs of what will comprise the new system, The e-form is an intelligent This page
form that encapsulates the form logic and the underlying data into a single file in a non-proprietary Extensible Markup Language (XML) appears when
format, Secure digital signatures, automatic routing of the form to recipients, and support for non-connected users are just some of the the user clicks

benefits of the e-form. Additional features include automatic information population, synchronization of form data with Army databases,

and intearation with functional business processes, the “Help” tab.

What will replace the FormFlow solution for electronic e-form design and usage?
The PureEdge Wiewer & Designer software package has been selected to replace JetForm FormFlow as the software standard for the
FCMP solution and Army e-forms,

What are advantages of the FCMP e-forms software?

The new software provides immediate benefits such as digital signatures, ad hoc routing, and encapsulation of the form with all of the
related data. The entire e-form solution, including content, is bundled in a single open standards ¥ML document, and can be stored in a
centralized database. Inthe not too distant future, a user will be able to pre-populate an e-form with data from specific Army databases
{i.e., personnel, logistics, medical, financial, and etc.). The user will be able to complete the transaction either onling, or in stand-alone
computer mode; and then synchronize the completed e-form data with the appropriate Army databases,

What is XML?

#ML (Extensible Markup Language) is an electronic language for documents containing structured information, Structured information
contains both content {words, pictures, etc.) and some indication of what role that content plays {for example, content in a section
heading has a different meaning from content in a footnote, which means something different than content in a figure caption or content
in a database table, etc.), Almost all documents have some structure, & markup language is a mechanisrn to identify structures in a ¥

@ hittps: ffeim-armydew 07, atmy-Fomp. netfwps myportal/ Tutfpkomli04_5i95PykssyxPLMAMz0vMOY_QjzKLN4i39AT JgFku-pGalsambCKOCARF_zcvH é @ Internet

a Fa= - . [ .
15 Start W CeT 3 1EM Websphers Port... | O Draft

Figure 90 Frequently Asked Questions (FAQS)
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